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he finest typewriting which can possibly 
be produced is that done on the world’s best 


typewriter — 
The 


the Paragon—both 
made, sold and guar- 
anteed by the world’s 
greatest typewriter 
house — 


Remington Typewriter Company 
(Incorporated) 
New York and Everywhere 
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The Largest 


ypewriter Factory 
in the World 


THE 
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STAN DARD 


TYPEWRITER 


Over sixteen acres of floor 
space devoted to producing 
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} The Machine Yeu Will Eventually Buy 


\ 
\\\9 


\ Underwood Typewriter Company 


INCORPORATED 


New York and Everywhere 


Please mention The Gregg Writer when answering advertisementc. 
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NORMAL COURSES 


Our Home Study Courses for teachers prepare 
for Certific ate aSevery gaan 
pecial ¢ r in Pedagogy, 
mary Methods and Kindergarien. 


Psychology, Pri- 


BARRETT’S BOOK OF HOMONYMS 


A Vade Mecum for Every Amanuensis 


Tells how to distinguish words with similar outlines and 


onunciation. Chapters on Use of Figures, Use of Hyphen, 
p Over one hus ired Home Study ¢ pores un ler se of Apostrophe, and much other useful information for all 
*rofessors in Harvard, Brown, Cornell and leading i 192 P. 1. al rates t 
colleges. 250 page eatalog free. Write to-day. ae gg | le fh , 


THE HOME CORRESPONDENCE SCHOOL 
Dept. 163, Springfield, Mass. B. S. BARRETT, 36 Flatbush Ave., Brooklyn, N. Y. 


WE ASSIST IN SECURING POSITIONS 


Dr. CAMPBELL 
Principal 











Home Study Courses 


Over one hnnadred Home Study Courses under 
Professors in Harvard, Brown, Cornell and leading 
colleges 

Academic and Preparatory, Agricultural, Com- 
mercial, Normal and Civil Service Departments. 

Preparation tor ( Teachers’ and Civil 
Service Exan « 

250 page annie free. Write to-day. 


THE HOME CORRESPONDENCE SCHOOL 
Dept. 220, SPRINGFIELD, MASS. 


STOP! 


muscle-straining, nervée 
destroying, ramp-producing, pen- 
digging, finger movement writing. 
Easy Writing, Plain as Print, Rapid 
and Tireless, the position-securing, 
salary-raising kind, taught by Cor- 
respondence by the famous Palmer 
Method. 

PENMANSHIP Taught by Mail 
Easy and fascinating instruction by 
mail at your home durin your 
spare hours, with weekly criticism 
of your work. Complete unlimited 
course, $10.00. Success guaranteed 
or no tuition fee Students’ Speci- 
mens, our Book on “Penmanship,” 
and a sample copy of the beautiful 
Monthly American Penman abso- 
lutely free. Write now. 


THE A. N. PALMER CO. 


Reliance Bidg., Union Square 
NEW YORK 


Stop that 


lege, 


PrRoF. GENUNG 
English 








The GREGG PENNANT 


Of high-grade royal blue felt 
with sewed-on 
symbol and let 
ters of white felt 
Size 18x36 inches 

Sent prepaid to any address 

securely packed, for $1.00 

1 two-year subscription to 

at $2.00. 


or sent free wit! 
the GREGG WRITER, 


THE GREGG PUBLISHING CO. 
New York Chicago 


The Wellington No. 


THE POSITIVELY 
“WRITING IN SIGHT” 


Typewriter 


A practical, business-like 
up-to-date typewriter for 


Only $60.00 


Speedy - Portable - Durable 

















in construction, 
of hard work. Visible writing, no 
of carriage to see your work. 
is positive and permanent. 
One of the largest railway corporations 
in the country has adopted it and has 
over 1400 in use. 

John Wanamaker sold 500 Wellingtons 
the first year he had the agency for New 
York, and has sold 1,500 more since then. 


Write for circulars. We send the machine out on 10 days’ free trial. Do not buy a writing 
machine of any kind without investigating the ‘‘Wellington No. 2. 


Simple 


built for esty 
ifting 
Alignment 


THE WILLIAMS MANUFACTURING CO., Limited 
PLATTSBURGH, NEW YORK 











Please mention The Gregg Writer when answering advertisements. 
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OVERNMENT POSITIONS 


Civil Ser- 
43,970 Appointments ice" places vauring the 
past year. Good life positions at $840 to gwd 
Excellent opportunities for young 

hovengh instruction by mail. rite for = 
Ctvil Service Announcement, containing full information 
about all government examinations and questions re- 
cently used by the Civil Service Commission. 


COLUMBIAN CORRESP, COLLEGE, WASHINGTON, D. -. 











EVERY 
Office Man and Woman 


School Teacher, and dealer in Office Equip- 
ment, should have in one of the pigeonholes 
of his desk the monthly magazine 


“Business Devices and Aids for 


the Office” 


because he can find in it IN A MOMENT the 
names and addresses of all Manufacturers of 
Time and Labor-Saving Business Devices in 
America. A compendium of useful informa- 
tion to every office worker. Interesting re- 
ports each month on new inventions. 





Subscription, 50c per year. Sample copy, 10c 


BUSINESS DEVICES 


23 Park Row, New York 











Robinson’s 
Court Reporting 


will help you to 
enter the lucra- 
tive held of court 
reporting. Con- 
tains ample prac- 
tice material on 
all the common 
law forms —tes- 
timony, judges’ 
charge, afhdavits, 
complaints, de- 
murrer, reporting 
forms, judgments, 
notice of appeal, 
opinion—and a 
vocabulary of 


18,000 words. 


Printed in bold, easily read type; quarter 
leather binding; 290 pages; price, $1.00. 


EXCELSIOR PUBLISHING HOUSE 


29 E. 2ist Street NEW YORK 














BEAT IT! 


During the Business Show recently held at Madison 
Square Garden, New York City, 


500 Stenographers 


Subscribed to The PROGRESSIVE STENOG- 
RAPHER in one week. 





The Progressive Stenographer is a wide-awake maga- 
zine for ambitious Stenographers, with a National 
circulation; published monthly. It contains articles 
on all the leading shorthand systems, and many other 
departments of interest, including English, Esperanto, 
Typewriting, and articles by noted writers and teach- 


Follow the Crowd 


who subscribed for The Progressive Stenographer at 

the Business Show and subscribe today. 
$1.00 A YEAR. 10 CTS. SAMPLE COPY 
The 


Progressive Stenographer Pub. Co. 
Flat Iron Building BALTIMORE, MD. 


ers. 











—< 








PSYCHOLOGICAL BOOKS 


—— FoR—— 
Psychologists, Educators, Parents 
and Readers Generally 


Manual of Mental and Physical Tests: A 
book of directions compiled with special reference to 
the experimental study of school children in the labor 
atory or class-room By Guy Montrose Whipple. 
Price $2.50: postage 15 cents extra. 

Moto-Sensory Development: Observations 
on the first three years of a child. By George V. N. 
Dearborn. Price $1.50 

When Should a Child Begin School? An 
inquiry into the relation between the age of entry and 
school progress. By W. H. Winch. Inspector of 
Schools for the London County Council Price $1.25, 

Psychology and Pedagogy of Writing: A 
resume of the researches and experiments bearing on 
the history and pedagogy of writing. By Mary E. 
Thompson. Price $1.2 

Mental Fatigue: An exposition of the nature of 
mental fatigue. and { the methods and results of 
investigation with special reference to their bearing 
upon instruction By Max Offner. Translated from 
the German by Guy Montrose Whipple Price $1.25. 


PUBLISHING HOUSE OF 
WARWICK AND YORK, INC., 
BALTIMORE, MD. 





Please mention The Gregg Writer when answering advertisements. 
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COLLEGE— 
HOME STU DY— 

FREE TUITION 
Carnegie College gives Free Tuition by mail to one repre- 
sentative in each county and oy. Normal, Teacher's Profes- 


CARNEGIE 


EXPERT TYPEWRITER OPERATORS employed 
by the United States Government use the LIGHTNING 
CENTERING SCALE for centering headlines, etc. Every 
typist needs this greatest labor-saver. — impossible. 20c. 


SAMUEL THOMAS, 1831 8S. Cecil, Philadelphia, Pe. 





ceed, Grammar School, Hi o Schoo College Preparat 


Civil Service, Bookkeepin d, Typewsiting, Gosek, 


Latin, German, Spanish, ag wing, Agricultural 
Courses are thoroughly taught by » Drawing, ond Applicants 
for Free Tuition should apply at once to 

Dept. C, CARNEGIE COLLEGE, ROGERS, OHIO 











y Vest-pocket size. 
Most popular 
book of its kind 


copies. In- 
egeebte in 
‘the office, echoolroom, and home. Publis! in three 
oditipae: green leather, ld edges, = 60 cents 
leather, red ed ndexed, 6) cents; cloth, o 
indexed, 25 cents. rite — agents’ terms an 
Nustrated catalogue, describing ont, comp) 
sommersial text- PRA 
BOOK ., Euclid Avenue and I8th St., Cleveland, Ohio. 


SHORT-STORY WRITING 


COURSE of forty lessons in the history form, 

Structure, and writing of the Shert-Stery 

taught by J. Berg Esenwein, Editor, Lippinecett’s 
Magazine. 

Over one hundred home study courses under 
professors in Harvard, Brown, Cornell and lead- 
ing colleges. 

250 page catalogue free. Write to-day. 


THE HOME CORRESPONDENCE SCHOOL 


MR. ESENWEIN Dept. 221, SPRINGFIELD, NASS, 














Good Positions 


and increased Salaries are secured by Graduates of 
the Palmer Method of Business Writing. This 
Method is m: — more good Business Penmen than 
all other agencies combined More than TEN 
THOUS AND GR. ADU ATES during the past year. 
Do vour part, and money will be refunded if you do 
not succeed. We teach you by correspondence at 
your home and make the course easy and fascinating 

Our beautifully illustrated new circular tells ali 
aboutit, Write us to-day. 


The A. N. Palmer Company 
Reliance Bidg., Union Square, New York 








9,059-Word 
Business Book Free 


Simply send us a postal and ask for our free illus 
trated 9,059-word Business Booklet which tells how 
priceless Business Ex perience, squeezed from the lives 
of 112 big. broad, brainy business men. may be made 
yours—yours to boost your salary, to increase your 
profits. This free book deals with 

How to manage a business —How to stop cost leaks 

on How to train and handle men 
_ How to get and hold a position 
at rock-bottom — How to advertise 
ow to collect money ow to devise « 
ling for this free book binds you to nothing, invo 
mn; yet it may be the mear { starting ye 
Savehe gen wil net eny yourself this privile 
ee ee Sere Sy 
»-word Booklet 


SYSTEM, Dept. 61, 151-153 Wabash Ave., Chicago 

















Stenographers Can Quickly 
Measure Spaces for Typewriting 


Instantly locates the space at which 
to begin any sentence or phrase to 
occupy exact center of line or page. 
Tells what number of words can be 


written in any given space. Simple 


and certain. 


TYPEWRITER’S AUTOMATIC 
TABULATOR 


A neat celluloid ruler. Saves time, 
adds neatness and tone to your work. 
Only device of its kind. Once used 
Is being used in 
thousands of offices. Makes it easy 
to typewrite neatly and accurately. 
25c¢ in stamps brings this wonderful 
time-saver and typewriting-im- 
prover postpaid. Order to-day. You'll 
be mighty glad after you've used it. 


THE TABULATOR CO. 


STEELEVILLE, MO. 


becomes invaluable. 








Have You Read 


The Stenographer 


n shorthand and type 
ifford to miss 
these important 


You—who are vitally interested i 
writing as a 'ivelihood—can't 
chance t learn more about 
branches of your profession. Can you? 

If you could find a new shorthand character scheme— 
a new idea on the pewriter, or talking machine 
on Court Kepor y and Law Language—live 
news on the doings of shorthand associations 
pithy editorials and articles by a competent staff 
of celebrated shorthand reporters—wouldn’t y 
read it, study it, and pay for it if you were sur 
these®schemes and articles were resuit-getters 

THE STENOGRAPHER—the big 68-page shorthand and 
typewriting monthly magazine—contains just the 
type of reading matte u need, whether you ar 
a court reporter ffice stenographer. Don't 
take our word forit. Send us 25 cents for a three 
months’ tri yscriy n better still, $1.00 f 
one year's subscr twelve numbers. Let us 
show why y need THE STENOGRAPHER. 

We offer to give you FREE a copy of our Desk Manu 
—together with a copy of Dicken’s Masterpieces 
—both—if you will send us a postal card or letter 
containing the names of at least ten of your short 
hand friends. 


THE STENOGRAPHER 


527 Perry Bidg., PHILADELPHIA, PA. 





Please mention The Gregg Writer when answering advertisements. 
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Josephine Turck Baker’s Latest Publication 


The Correct Word 


HOW TO USE IT 
Complete Alphabetic List 


Expressage 
Prepaid 


Price $1.00 


This book is the most comprehensive and 
Practical Reference Book of its kind. No 
other book can compare with it in value, for 
the reason that it contains ra/ings on dts- 
puted points of diction that can be found 
in no other book, the Author in her unique 
position as Editor of CORRECT ENGLISH — 
the only magazine of its kind in the world— 
being able to learn, through the innumerable 
queries received from a large body of people, 
just zat mooted points for decision arise in 
the daily routine of their professional or 
business life. 


Its Contents have been Compiled from 
the Bound Volumes of Correct English, the 
Author having included in this book with 
other after, all the important Answers fo 
Ouertes and the Rulings made on disputed 
points of diction that have appeared in 


(Ready for Immediate Delivery) 


CORRECT ENGLISH for the past ten years. 
No other book can compare with this in value 
for ready reference. The lawyer, the doctor, 
the teacher, the club woman, the author, the 
lecturer, the student, the business man or 
woman, the stenographer, the corresponding 
clerk—all have submitted the puzzling ques- 
tions that daily arise in their professional or 
business career, and the points involved in 
these queries are all included in this book. 
As a hand-book of Ready Reference for 
the busy man or woman, it has No Equal. 


The many requests for back numbers of 
CORRECT ENGLISH, in which the Correct 
Il ord has appeared, give evidence that there 
will be a large demand for this book; in 
consequence, if you wish this volume, send 
in your order Now and thus secure a copy 
from our first edition. 


SPECIAL COMBINATION OFFER 


This Book and a Year’s Subscription to CORRECT ENGLISH for $1.50 


SPECIAL FEATURE OF THE MAGAZINE FOR 191! 


Your Every Day Vocabulary: How to Enlarge It 


Five pages will be devoted each month to this subject, giving 
illustrative uses of the new words to add to your vocabulary 


Business English for the Business Man and for the Stenographer. 
The Literary Workshop. 


Beginner and for the Foreigner. 


Correct English for the 
Suggestions for the Writer. 


Menus of the Large Hotels Translated into English. 


THE CORRECT ENGLISH PUBLISHING COMPANY, 


22 Fifth Avenue. Chicago, Ill 


Enclosed find 


for which 


Name 


Address 








Please mention The Gregg Writer when answering advertisements. 
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_ New Model Smith Premier is the most profitable 
typewriter equipment for business schools. 


q With nearly every operation controlled from the key- 
board, the straight line arrangement of the keyboard, and 
a key-for-every-character, the actual work of writing 
may also be described as practically automatic. 

q@. The mind is unburdened and free for brain work—the 
hands simply follow the dictates of the mind. 


q, Our Employment Department is in constant touch with 
business men who require typewriter operators whose 
minds are not machines—and business schools using the 
Smith Premier profit materially by this connection. 


The Smith Premier Typewriter Co., Inc. 
SYRACUSE, N. Y. 








Please mention The Gregg Writer when answering advertisements. 
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The Business Girl 


Sea T\VITHSTANDING vigorous 
otests from a large element of 


masculine workers against the 
nvasion by women of their hitherto own 
held of 


tanding the 


articular labor, and notwith 
with which het 
looked 


more of: 


the 


Ct dness 
conservative sisters 


the 


ore upon 


er advent into less mys 


rious commercial world. business 


rl has made for herself a place in 
hich she cannot be supplanted. 


Writers 


an endeavor to 


have vied with each other 


oust her from this 
w sphere, indignantly protesting 
by usurping men’s positions and 


work, 


matrimony 


their she is debarring 


oing 


hem from and lessening 
own chances of attaining domestic 
appiness. Be this as it may, the fact 
emains that girls are in the business 
rid and that, apparently, to stay, 
nd this situation is gradually being 
cepted as incontestable. 
\Vhile a student at a commercial col 
e (which was only one of many in 
the often wondered 


e city ), writer 


here all the pupils in attendance 
uld ever find employment. She knows 
w by experience that a large percent 

t these never qualify. For, let it 


said to the girl who is contempla 
»” a business career, a knowledge of 
rthand and typewriting are not the 
in essentials. It is true they are al 


st a necessity to the business girl 
a great stepping-stone to the 
»commercial field, but there 


‘ral principles which go 


farther than any acquired commercial 
knowledge towards success 
Punctuality, and reticence regarding 
her firm’s private affairs, are two im 
portant points. A reputation for being 


and 


ness) never absent from duty, will in 


absolutely on time barring ill 


itself win her a very high place in the 


esteem of her employers; but when 


she can inspire her principals with con 


fidence in her discretion regarding 


keeping private the inner workings of 


the concern (which have come to het 


knowledge through her business capa 


itv), and at the same time exercise 


sufficient tact to avoid arousing in the 
minds of those about her a suspicion 
of anything unusual happening, then 
her services are rapidly increasing in 
value. 


were getting upa list of 


~~ 


If the writer 


‘Don’ts” for business girls, after she 


had cautioned them against two bug 
bears, viz., the abuse of the telephone 
which she is courteously allowed to 
use, and the habit of making excuses 
for shortcomings, she would emphasize 
very strongly the following: 
Don’t pour your grievances into the 


ears of your fellow employees. If you 


do not feel that you are receiving fait 


direc ly to 
Your 


those in 


treatment, either appeal 
wrongs 


like 


positions to your own, and you may do 


headquarters or resign 


can never be rectified by 


them inestimable harm by arousing in 


their minds disloyal sentiments which 


might otherwise never exist 
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Don’t forget that the office is not a 
that 
not engage stenographers as compan- 
The character 
will look upon her office life merely as 
the 





social club and business men do 






ions. girl of sterling 






a business transaction, conscien 





tious giving in service of value for 





value received, and she will appreciate 





that the old saying, “Silence is golden,” 





has a double meaning when applied to 





the business gir] 
After all, the girl who is most worthy 





of praise is she who can bear the heat 





and burden of the day and still wear a 





cheerful countenance. In no other voca 





tion is so much of the sordid side of life 






R. SPOTZ 
hands through his hair sham- 


was running his 






—= poo wise, because his stenog- 





raphress had suddenly left. 





“Ten dozen letters to get out to-day, 
and no chauffeur-lady to run the type- 
What shall I do?” he exclaimed. 
young kalso 
a Fluffy-Ruffhouse cos 






writer ! 
Just then a 





miss with 





} mined hair, in 





tume, entered the office, chewing a pop 





ular brand of chewing-gum. 
“Need a key-puncher?” 





was her in 





quiry. 
Mr. Spotz bade her have a chair. Upon 






investigation, he learned that she had 





escaped from Taffy’s Big School, where 
she had talk 
($7.59 puts you through). 





learned to stenography 






The young lady was lined up in front 
of the typewriter and Mr. Spotz began 
to dictate. She did not take down what 
| he said in shorthand, for he doubted if 

she could decipher her own hieroglyph 









ics, In dictating he made an effort to 
When the let- 


ter was finished it read as follows: 





assist her in punctuation. 















displayed; it has often seemed to the 
writer that a business man’s worrying 
den is at his office; that some days 
troubles are literally strewn broadcast; 
and it is a brave heart indeed that car 
retain its cheerfulness in the midst of 
so much that is depressing. But she 
who can rise above it all and retain a 
cheery spirit is more truly helpful than 
the most indefatigable worker whose 
ardor is dampened and whose spirits 
are crushed at the first sign of gloom. 
And it is the former services 
will be retained at the highest market 


| 4 The Book- 


whose 


ey . 
value. Ness,” in 


keeper. 


art 
Oe 
The New Stenographer 


“Mr. B. A. Gudething, 
“Hotel Dubb, City. 

“Dear Sir :—Looking over our leadger 
comma I notice that in your account don't 
abbreviate their is an outstanding eye 
tem of $14.34 in figures comma witch | 
thrust you will remit by return male par- 
enthesis as we wish to clothes out all old 
outstanding accounts period paragraph. 


4 attention the 


“I beg to call 2 
knew line of european goods we are dis 


your 


playing in our windows and show hyphen 
case dash a line of goods that will a peal 
to your good taste stop next sentence 
We have just received a large pareesian 
Capital P consignment and sum 
bargains at fenominally low prices excla 


have 


As the saying goes quota 
the 


mation mark. 


tion marks a word to wise clost 
quotes at the end of the sentence another 
paragraph will you call around two see 
us at your leezure interrogation point. 
“Trusting to be still favored with you: 
patronidge as in the passed I renain 
comma Very resp. yours, 


Vim 
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ington, 
nd IY 


S| 


ne Z 


- 
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. 


ss 














mort 


be giver 
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Convention of the National Shorthand Teachers’ Association 
Chicago, December 27-30, 1910 


(Report 

Model Office Training 
HIS subject had been put down 
on the program for general dis- 
cussion, which was opened by 
kK. Merville, of Cleveland, Ohio. 
that the 
model office work they take hold with 
that the 
fairly carries itself. He told of having 


Mr. E. 


He said when students reach 


new energy, so department 
recently installed a private telephone ex- 
change for the purpose of training stu- 
dents in the proper use of the telephone. 


Mr. William Ill. 


has instituted a plan whereby each Fri- 


Olver, Greenville, 
day afternoon his class is taken through 
the large offices and manufacturing es- 
tablishments of the city. Thus the stu- 


dents are into direct contact 


brought 
with business organizations and become 
familiar with actual business conditions. 
the the 
writer forms an important part of the 


Instruction in care of type 


office practice course conducted by Mr. 


Crowley, who also believes that the dic- 
tation during the last few weeks of the 
course should be almost exclusively off- 

the 
even, 


hand, irregular dictation such as 


business man gives, and _ not 

straight-along “book dictation.” 
Mr. H. D. Vories, Battle Creek, Mich., 
here the 


many 


interposed 
question, “How 


teachers have any idea 
what a model office is? 
/s there such a thing as 
a uniformly ‘model of- 
that 


there is no really wuni- 


: fice’ ?”’ He said 
H. D. Vorigs 2 aa 
form method of instruc- 


tion in force—that when the student gets 


as far as the model office the work is 


largely of a go-as-you-please variety. 


concluded from the 


January issue) 


He deplored the lack of a really efficient 
publication containing definite, set in 
structions that could be made standard. 

After some further discussion of the 
question by Miss Gibbs and Mr. Peck, 
for the noon 


the meeting adjourned 


recess. 
The Dictation Work 
The first subject on 
Day’s Work 


Dictation Class” 


Thursday's pro 
gram—‘A 
of a 
was most effectively 
handled by Mr. F. M. 
Van Antwerp, 


ville, Ky. He held that 


pupils must be trained 


l_ouis- 


from the beginning “to » y yan awrwer: 


do a day’s work in a 

day, six days’ work in a week.” Con 

tinuing, he said: 
The boy or girl who 

work in school will 


has never done a full day's 
very showing at 
doing a full day's work in an office Ability to d 
an average day’s work sufficient; if 
to make good, they must be able to do a heavy da 


work. 


make a poor 


is not they are 


He dwelt impressively upon the im 
portance of special drill in context study, 
making the following very practical sug 
gestion : 

The plan I use is to give them a shorthand page 
with many of the words omitted. At first the omitted 
words are given to them in a list, and in reading the 
page they select the correct word from the list to fill 
in the blank. This forces them to study the meaning 
and relation of order to make the 
selections. Later on the list of omitted words is not 
furnished them, and they have to search their ow: 
minds for the correct word to fill in the blanks. This 
necessitates a study of the context and trains then 
to get the meaning from the shorthand-printed pag« 


words in prope! 


Mr. Van Antwerp then gave a cleat 
and sticcinct outline of the daily program 
followed with his intermediate dictation 
class. A record of the grades secured on 
transcripts is posted conspicuously upon 
the wall of the schoolroom, and promo 
tions are made entirely upon the bas! 








THI € RE 


GU 


WRITER FOR FEBRI 


AR) 





of this record. When the pupil makes 
a grade of 8O per cent for two successive 
weeks he is entitled to pro notion to the 
next class. 
Discussion 

In the interesting discussion which 
this topic developed, Mr. H. L. Andrews 
told of his plan of having carefully pre- 
pared dictation material filed away in a 
fling unit, in folders numbered from | 
to 31. The letters deal with different 
lines of business and are graded from 40 
to 125 words a minute. On the first of 
the month the teacher gives the dictation 
from the material in folder No. 1 that is 
adapted to the w riting speed of the class, 
and so on throughout the month. To a 
Mr. E. 


to whether any time is allowed students 


question put by M. Douglas, as 
for copying transcripts over, Mr. Van 
\ntwerp replied in the negative, saying 
that when a transcript is once turned in 
it is supposed to be finished, although 
the papers are gone over in class, with 
comments on mistakes. Some one else 


inquired whether deduction was made 
for errors in punctuation, to which Mr. 
\an Antwerp answered that he counted 
errors in the use of periods, but not of 
ominias. 
Tribute to Benn Pitman 

\t this point in the proceedings Mr. 
Te * called the attention of the 
\ssociation to the death of Mr. Benn 


shorthand 


Rose 
Pitman, the veteran author, 
innounced in the morning papers, and 
moved that a committee be appointed to 
lraw up proper resolutions of sympathy. 
Qn the seconding of this motion, Presi 
dent Haymond asked Dr. Bridge, Mr. 
Rose, and Mr. Gregg to serve on such a 
ommittee. 
Correction of Transcripts 
“The Correction of Transcripts” was 


he subject of an especially able, clear- 


A. N 


In the correction of students’ tran 


cut address by Mr Hirons, 
Ind. 
scripts, he said, the points kept in mind 
the 


business man makes of the stenographer 


(sary, 


are the actual requirements which 
accuracy, dispatch, artistic arrangement, 


correct spelling, para 


graphing and punctua 
tion, and the correction 
of any inadvertent faults 
in English The ad 
vanced dictation class 1s : 


riods daily, the morning .N 


given two 45-minute pe 
H1IRONS 
session being devoted to 

the dictation of 
about 20 
the 
scripts of the previous day’s dictation 


new matter (for which 


minutes is allowed) and to 


discussion of the corrected tran 
He requires the pupil to hand im tran 
dictated 


ing this period, together with the short 


scripts of all the matter dur 
hand notes, but only one representative 
letter or article is selected for criticisn 
The pupil has, however, no means of 
knowing what part of the dictation will 
be chosen, and therefore does his very 
best work on every transcript. 

the 


For the purpose of developing 


student's critical faculty, Mr. Hirons re 


quires not only the first transcript from 


the notes, but also a second copy made 
from the first transcript and embodying 


the student’s own corrections. He said 


that he has found this method to be pro 
ductive of splendid results. 

Coming to the explanation of the ac 
tual classroom routine, he spoke as fol 


lows: 
At the 


rected letters are passed back to 
careful follows First 
the mistakes in English are called for Sufficient time 
is always taken to make clear just what rule in gram 
principle in violated. But 
we do not always confine our discussions to the fau/ty 
English lf a characterized by especially 
forceful brought out 
Quite time 

construction of words ir 


opening of the morning period, the cor 
the students, and a 
consideration of the errors 


mar or rhetoric has been 
lette 1s 

also 
to the 
rrect wsage 


expression, that fact is 


frequently we devote considerable 


sentences, their « 
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and the choice of words \t other times we endeavor 
to see how a statement might be put into more elegant 
ind forceful Englis! Personally, I consider that I 


am able to teach more real English—English that is of 
practical value to the student-—in this recitation thar 
by any other method I have ever tried 

rhe misspelled words are next called for, and are 


written on the board These are always used as 
part of the spelling drill the following day We 
count a word misspelled if the word is incorrectly 
divided at the end of a line 

Errors in punctuation are next taken up, and as 
each student gives his report, he is asked to state 


the rule violated 

Under accuracy, we have special reference to mis 
takes in typewriting, such as misstruck letters, faulty 
spacing, erasures, etc. All such mistakes are checked 
on the corrected letter, and the total number of them 
noted at the bottom of the page 


The pupils are afterward required to 
rewrite in corrected form the par- 
ticular letter selected for criticism, sub- 
mitting it to the teacher. Mr. Hirons 
concluded his paper with an explanation 
of the character of the matter used for 
the dictation work, saying that his most 
valuable material consists of a budget 
of actual business letters which he has 
been collecting for a number of years. 
These letters, he said, “represent the best 
product from the standpoint of a busi 
ness letter that the firms writing them 
can produce, and, having the stamp of a 
real letter, they are intensely interesting 
to the student. Some of them also dis 
play very great ability in the art of letter 
writing, and thus afford a splendid op- 
portunity for a profitable study of the 
subject “! 

Mr. Hirons’ paper was discussed by 
Mr. Van Antwerp, Mr. Hagar, and Mrs 
kK. M. Platt, St. Joseph, Mo 


English That Students Like 


\ most original and helpful paper was 
that read by Miss Kate Browning, 
Kvansville, Ind., on the subject, “English 
That Students Like”—a title that con- 
veys something of a paradox to experi 
enced teachers! Miss Browning began 
by drawing an interesting comparison 
between the grammar of 1895 and that 
of 1905, saying that in modern text-books 





“the ideal is giving way to the real, the 
theoretical merging into the practical.” 


rhe old English took all the pupil’s capacity 
earning ther f ks’ deas the subject He had 

time for his imagination to create an originality 
theretore the subje t was uninteresting That thing 
he had no part in was a nuisance i be told by tw 
hundred and f y -three es e text-book how 

speak and write y t v1 anguage correctly, and 
then never to have ar pportunity to express it, was 
inconsistent; hence ‘ many business me ar 
women of to-day w egard nguage as an aesthet 
study, w le to mar s aest 


“English that students like,” continued 
Miss Browning, “is that which appeals 
strongly to the intelligence, feelings, and 
impulses of youth.” She said also that 
English drill based on the study of litera 
ture arouses keen interest because thx 
student’s imagination and memory ar 
thus given greater scope. 

Coming to the discussion of so-called 
“business English,” Miss Browning spok¢ 


in part as follows 


So far as business English is concerned, the studs 
does not care f the stereotyped forms that have 
been worn thread He prefers to take dictatio: 
from the man w an tal n a letter as he does 
conversation, using ever slang phrase now at 


then to make himself bette inderstood > Fs 


More students have been thrown by the nightmar: 


f infinitive phrases, and other technjeal points that 
two grammarians ave agreed“pon, than by ar 
other problem. D nderstand me t6 be oppose 
to a technical kr edge of the mother tonguc 
do you think you e better able t ise a telephor 
if you know the histery of Mr. Bell and understa 
the mechanism of the invention Is it not true t 
is use that makes the matter of telephoning easy 
So the carriage f expression in which our thoug 
ride moves more easily nd readily by freque 


ect usage 


In my experie is te eT Eng Ss! 
ness purposes, | ave f 1 pupils delighted t 
hold of practical lessons telegraph messages 
for bills of goods, tracing letters for lost freight, et 
because these seem a t of real life to then I 
r ixious to have them worded carefully, punct 
correctly, and in good form Students in this | 
become the \ ritics We can teac 
capitalization, punctuation, and sentence structurs 
las n five ese lessons than in a wh 
of Etymology, Syntax, and sometimes Prosody 


This delightful paper was conclud 


with these words 


lo me the English that ipils like s the g 

which they t and when we un’ combi 
the y ot gramma vit r pr t ‘ t 1s€ ve 
ave arrived some ere We may be sure t 
ne as we teac niy ‘ ds and groups tw 

y is not interested his mind is a tl 
requires something to t upon So let Ss giv 

ught—thought of the material world, for 

others Let n t ta re tense 














na live the active 


m nave voice 1 
synthetic arrange 


somebody y« must 


fish can swim witl 
Discussion 

An exceedingly animated discussion on 
this vital subject was begun by Mr. Vass, 
who inquired of Miss Browning whether 
he confined the instruction entirely to 
expression work without teaching analy 
sis. To this she replied that when you 
teach the pupil to express himself and to 
the other 
Vass ob 
by saying that 
the 


think what the sentence means, 
omes naturally Mr 


jected 


very 
further, however, 
ve are not in a position to teach 
pupil on that basis unless he already pos- 
sesses a technical knowledge of English; 
that unless the student knows the differ- 
ence between an adverb and an adjective 
he will not be able to apply words cor- 


Mr. 
remarked that the trend of the discussion 


rectly in sentences. Tulloss. here 
seemed to point to a misunderstanding 
“The 


“does not antagonize 


f Miss Browning’s real meaning. 
peaker,” he said, 
technical knowledge of English; the 
urpose of her paper was merely to lead 
is to this knowledge by a new and more 
Miss Browning later 

that 
f the week the English period is devoted 


the work she had mentioned, the other 


nteresting way 


ade the statement on three days 


wo days being given to technical gram- 
ar. 

Mr. W. 7 
that the trouble in the past has 


Parks, Denver, Colo., de 
ared 
en that we have begun our training in 


nglish with that technical knowledge. 


‘ 
| 


le continued 


the mear 


nessing then 


That the reason students dislike En 
glish is largely due to the way in which 
the teacher approaches the subject, was 
the statement made by Mr. 

We ought not to allow pul 


neg r dishking a subject y t the 


Hirons 
is t talk abo 
P pils 
ne is essential to 1 ‘ study before 
1 realizes that it is 
letting the ques 
him a bit Then 
not understanding 
subject and he is 
ng t 
\s to technical nglisl lon’t know how in the 
f English correctly 
understand I fundamentals of English 
instead of the botton 
t on letters 
learns how te 


y 1 expect t ier 1s 
css he 
That is beginning 
One might as well talk of putting a studer 
ind sentences in typewriting before he 
strike the 


se his fingers rrectly and t proper keys 


Mr. Hagar voiced a hearty Amen to 


Mr. 


and said that in eighteen or twenty les 


the opinions expressed by Hirons, 
sons he can teach all the technical Eng 
the will don't 


believe in learning Goold Brown’s Gram 


lish student need. “I 
mar, but the fundamentals are essential 
to every student.” 

Mr. Sherwin Cody, Chicago, touched 
upon the matter of slang referred to by 
Miss Browning, saying that he person 
ally speak of 


slang as “colloquial language.” 


prefers to permissible 
Colloquial 
language, he said, is good language in 
the making. He asked whether teachers 
believed that business English should be 
the colloquial English that business men 
a much stricter English 
in the schools. Mr 


this that he 


use, or whether 
should be taught 
Parks replied t 

varying the English style according to 


believes in 


the person addressed and the meaning to 
be conveyed 
Business Meeting 
The report of the Committee on the 
\dvisability of 
was made by Mr 


Revising the Keyboard 
Tulloss, 


who said in 


part: 
W he 
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tion of transposing a tew letters with a view to im 
proving the keyboard One change was suggested—a 
change which i its results was really remarkable 
the interchange of the letters A and J] The Com 


mittee asked teachers interested in the revision of the 
keyboard to take some machine and make this change, 
experiment with it, and find out how much work was 
required to make the change and whether such a key 
board would be an improvement over the present one 
Some of you have done this; the majority, however, 
have not been sufficiently interested to take any steps 


in this directior 


Now, I want more f you to do this—say, eight 
or ten or twelve ind report to the members of the 
Committee during the year I believe that if you will 
do so this Association will be in a position to take 
a step that will reflect great honor and credit upon 
it. * * * The transposition of these two letters 
is very simple t changes the keyboard from a left 
hand keyboard to right-hand keyboard, as it ought 
to be putting \ im the right-hand section 


The Committee was continued for an- 
other year, and a number of teachers vol- 
unteered to make the experiment sug- 
gested. 

The election of officers was next on the 
program, the following members being 
chosen by unanimous vote: President, 
H. A. Hagar; Vice-President, Hattie A. 
Cook ; Secretary, ]. Walter Ross. 

The Right Beginning in Typewriting 

Friday morning’s program opened with 
a highly interesting pa- 
per on “The Importance 
of a Right Beginning in 
Typewriting,” by Mr. D. 
L.. Hodson, of Chicago. 
Some extracts from his 





able exposition of the 
subject are quoted here- 


LD. L. Hopson 


with : 
I should say that if absolutely correct habits are 
formed at the very first, typewriting can be learned 
in from one-half to one-third the time required where 


wrong habits of fingering are formed; because, in the 
first place, there is the time spent in forming the 
wrong habit, and then the time required to break up 
the wrong habit, and then again the time required to 
form the correct habit se 

It seems to me little short of criminal to allow a 
tudent to practice without givirg him the right kind 
of instruction as to the habits he is to form by such 


practice and insisting upon attention to such instruc 


tion 

And right here, the importance of a firm but kindly 
teacher in the beginning typewriting department ts 
emphasized Firmness without sympathy is disastrous 
in a great many cases, and, on the other hand, a sym 
pathy that knows no law of firmness is much more 
disastrous; so better firmness without sympathy than 


sympathy without firmness But God pity the young 











girl with a highly-strung, nervy Ss organism under the 
direction of a teacher whose soul is too small to con 
tain a goodly quantity of real sympathy! So, in a 
word, I would emphasize the importance of a thor 


oughly qualified, four-square teacher in the beginners’ 


department 

Mr. Hodson went on to speak of the 
importance of properly apportioned time 
He said: 


My own judgment is that three f the six schowol 


hours should be spent by the beginner at the machine 
but no two together Now, to get the student to sec 
this and to enter into the spirit of it, it will be 
necessary to have every one connected with the schoo 
from the president down to the janitor, talk the pre 
eminence of typewriting rypewriting is by far the 
more important in the ordinary stenographer’s posi 
tion, and as the average student’s mind is set pri 
marily on shorthand anyway, you shorthand teache 

can easily feel and talk typewriting without unba 


uncing his mind 
Discussion 
In the discussion that followed, M: 
Gregg pointed to the scarcity of com- 
petent typewriting teachers, saying that 
there is at the present 
time a greater demand — 
for good teachers of 
typewriting than _ for 
any other kind of 
teacher. He declared 
that teachers are apt to 





underestimate the im 

r MARY S. HoRNER 
portance of a technical 
knowledge of typewriting and methods 
of presenting it effectively. Miss Mary 
S. Horner, Waterloo, lowa, demurred to 
this, saying that there are just as good 
teachers of typewriting as of shorthand, 
but that the difficulty lies in the fact that 
they are not given the proper opportunity 
to show what they can do. She urged 
that the typewriting department be put 
on the same plane as the other depart 
ments, with regular hours for classes, 
etc. 

Speaking on ways to develop accuracy, 
Mr. A. L. Sanford, of the Winter Hill 
Business College, Somerville, Mass., ex 
plained his plan of using an automatic 
numbering machine to number up fifty 


sheets of paper, which are then given t 














He 


himself checks up his work and when a 


the pupil for his typewriting lessons 
perfect sheet is written, turns it in to 
f the 
number of sheets used in preparing the 


the teacher, who keeps a record ¢ 


lesson 
Chere was an exceedingly lively dis- 
cussion on the question of allowing stu- 
dents to pass on to the next lesson before 
a complete copy of the 
has 
Miss 
reasoned that if 


preceding lesson 


been submitted. 


Horner 
that plan is right, then 
in all our other teaching 


we are in error, since In 


1> 


one 


other subjects we do not 
require absolute ac- 
recitation before 


\ 
this 


‘acy on going 


m to the next. many others 


Mrs. Platt, 


that learning to oper 


great 


coincided with view 


however, insisted 


ite a typewriter cannot be compared 


with the learning of shorthand or arith- 


metic, but is analogous rather to learning 


to play the piano. For this reason she 
considers it wise to insist on perfect 


Miss Mollie Wilson, 


lowa, believes in allowing a few mistakes 


work. Dubuque, 


m the early lessons, although requiring 
ibsolutely perfect work on the advanced 
lessons. Miss Dixon also spoke in favor 
/f permitting a certain number of errors 
the first lessons, 
the 


\fter the sixth lesson 


six lessons; these 


not 


mn 


iowever, are recorded unless 
paper is pet fect 
completed tl 


ie student goes back and 
rewrites the lessons on which he failed to 
The subject was 
Miss 
Olver, and Mr. Leslie 


for the Smith 


ubmit a pel fect ct py 


discussed by Hagenstein, 


Mr 


operator 


further 
Mi 


\ ilse mm. 


Hodson, 
€ xpert 


emier Typewriter Company 


Training for Typewriting Speed 


The discussion of this subject was 


WRITE 


-UARY) 


\. Oden, school man 


opened by Mr. ¢ 
ager of the Underwood Typewriter Com 


pany, who expressed his gratification 


over the vigor with which the importance 


He 


of absolute accuracy had been urged 
continued : 


rhere is nothing 


Duraness ietter ti 
degrades the 

filled with e1 
speah por 
unless you cultivate 
very hret tw « 
Dor t fix 


will 


Mr 


accuracy 


t iater 


! yo make 


Oden referred to the remarkabk 
of Mr. Blaisdell, the 
World’s Champion, which had been mad 
possible by Mr 


records 


Blaisdell’s determination 
to excel in this particular, notwithstand 
ing at 
hrst militated against his success in con 


his extreme nervousness, which 


tests. 
Mrs. Platt made 


an excellent point 
Every teacher m t emember that she is teaching 


t merely the subjects i s rt 


It is n 


ot stram a pomt to 


dt 


a teacher 


ind a pewriting 


ut ind duals t much of who can 


t individuality 
ion -_ * * We must, ho 
ot i iracy; I old 
and later 


camonally 


take into considera 


wever Start 
to pertect 
Expert reporters 
order to ‘“‘get it 
shorthand 


the 


with a basis 


would beginners ac 


uracy allow errors 


write wrong ou ' n 


down omehow, but 1 would never allow 


eginners to do that hy her permit it im 


tvpewriting work 


Reverting to the real subject of the 


discussion, Mr. Isaac S. Dement. Chi 
cago, said: 

Speed comes 
king for speed 

actual apec 
ep A 
inde 
Atng at 


Mr 


ley, 


Kel 


manager of 


Raymond P 
school 
the Remington Type 
writer Company, said 


of differ 


R. P. Keiey 


that one point 
ence between shorthand and typewriting 
is that you can get perfect results am 
way in shorthand 


transcribing notes, 


even though there is an occasional error 
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in the outlines, while a typewriting mis 


take is all but final. He went on to say 


Developing wed is begun the first day If you 
teach the puy to form right habits and don't allow 
him to form any wrong habits, you are building his 
speed right there We forget in our work, sometimes, 
that we ought to drill; we do not force our pupils to 
drill and drill and drill and drill—and then drill some 
more That is the way all subjects are taught—by 


beginning right at the beginning, and drilling so as to 
get the habit to stich 
Another important point is that we must emphasize 


evenness of operation Sometimes pupils will write 
rapidly for a short time and then “slow up.” All the 
expert operators write evenly Even if your pupil 
writes only at a moderate rate of speed, and keeps the 
carriage ’ he will turn out a vast amount ot 


work in a day 
Arousing and Maintaining Enthusiasm 


‘Methods of Arousing and Maintain 
ing Enthusiasm” was the subject of the 
paper assigned to 
Miss Gertrude O. 
Hunnicutt, Evans- 
ville, Ind. She makes 
it a point, she said, to 
overcome the pupil's 
discouragements _ be- 





fore he leaves for 
GertTrupe O. HUNNICUTT 
home. 


The moment that the thought “I can’t” comes into 
consciousness, that moment a stone wall is erected, 
und before any progress can be made it must be torn 
down This wall must be demolished at once by 
hanging the expression to “I do not understand this 
principle.”” When the expression is changed we work 
together until the pupil sees and understands. * ™ * 
If the teacher becomes a slave to her work—looking 


after the details of the correction work, etc im a 
very short time sensibility to the sou/ of the work is 
lost and the teacher becomes a mere automaton, fol 
lowing the letter of the law but losing its spirit. For 


the life-giving interest in the pupil is substituted the 


terest in a mere sheet of pap« 

It is Miss Hunnicutt’s plan to send the 
entire class to the board, thus keeping 
them on the alert. Her pupils are accus 
tomed to dictation from the beginning, 
and in the advanced department the dic 
tation consists very largely of articles 
rather than letters, as she believes speed 
is more readily developed with this kind 
of matter. Her great aim, she said, is 
to avoid ruts, and to this end she varies 
the work as much as possible from day 
to day. “The key of enthusiasm,” she 
said in closing, “is a personal love for 











and a genuine interest in each pupil.” 


Discussion 


Mr. W. E 


reporter, was present at this session and 


McDermut, the Chicag 


gave a brief but helpful talk on the valu 
of frequent drill on independent words, 
urging teachers to give their students 
thorough training in the instantaneous 
and rapid formation of outlines fo 
strange words. Miss Hunnicutt’s plan 
of varying the work was commended by 
Mr. Holm, who said that he likes to sur 
prise pupils by going at things differ 
ently. “If a student does not know ex 
actly how the test is going to come, lh 
will wake up and be alert, interested 
and enthusiastic.” 

There was further discussion on repe 
tition practice vs. new matter, in which 
Mr. Haymond, Mr. Vass and Dr. Bridg« 
took part. The secretary of the Associa 
tion, Mr. Ross, suggested that instead of 
practicing one outline ten, fifteen, or a 
hundred times, a whole line of ten o1 
fifteen words should be practiced for 
several pages at a time. This plan, h« 
averred, keeps the student’s attention o1 
the sense of the words; and, with the 
meaning in mind, his practice become: 
less automatic, more intelligent and en 
thusiastic. Several teachers expressed 
themselves to the effect that it is bette: 
to say “Master this” than “Write this 
twenty-five times,” since in the latte: 
case the student is apt to concentrate his 
mind on the number of times rather tha: 


on the work itself. 
Conclusion 


The 1910 meeting was brought to 
close with an announcement by Mr. \' 
D. M. Simmons concerning the new 
ecutive Board, and the nomination 
Mr. Haymond, the retiring president, t 
represent the Shorthand Section on th 


Board. 
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N view of the many requests that 
were received to list the names 
if “graduated” Postearditis 

friends desirous of extending their oper 

field of shorthand let 


ters, we regard as somewhat strange the 


ations into the 


meager respons¢ that has been made to 
November article 
Mr. Ray 


however, one of our loyal 


the suggestion in the 


anent a “supplementary list.” 


C. Gruhlke, 
()uestion-Markers, announces his desire 


of getting into communication with 


writers who are studying in law 


(,rev? 
‘55 


offices and using their shorthand as a 


means of livelihood. His letter goes on 


Mr. Gruhlke’s 805 White 


Seattle, 


address 1s 
luilding, \Vash 


Miss ( 
\Worcester, 


irita 1. Cutler, 3 Mason Street, 


Mass., 


quest to make 


also has a special re 


[he correspondence class in vocabu 
lary building which had its inception in 
Miss Creer’s suggestion published in the 


November issue, is flourishing mightily 
~ s 


The “Lady Director” is very much i 


earnest, and is outlining a plan of stud 
that cannot fail of success if only thos 


who undertake it are really in earnest 
themselves. One feature of the work shi 
is urging with special insistence is the 


y word collection = He re 
from the lette: 


beginning of a 


are a few sentences 


to one applicant for membership, 


has happened to fall into our hands, 


which will give some idea of the 


that aspiring vocabulary builders 


supposed to adopt 


Read what interests y 


The new list of regula 


victims follows 








14 and 15 


has found 


a change in 


New 


Haven to 


oped that ther 


91979 
T1011 


factory 
Haven te) 
port, 
ters 
son, ft 
wr S1.00 eacl 

\ onsiderable 
m the program 
been adopted 
held, after e¢: 


( le © 


not 


of Cat h I 


of all papers pre sented 


sf 
a» 


the program, 


\W ill 


and 


abstract 
members 
10n 

It is hoped 
will make a not 
April 
their 


vention 
reserve 
il 


im aav: 


hotel 


neeting ; 


ociath 

m Api 
mumit 

O announce 
meeting from 


as it devel 
satis 


Ne 


sulncient 


dations at 


ratheld, at Br 1g 


the headquar 
r each pet 
"ivate bath 
out bath 
been mace 
ovations have 


will be 


at the 


ms 


an abstract 


ill be printed in 


believed that this 
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Extract From 


a Political Speech—ll 


The Habit of Economizing Time 


NE of the most important les- 
sons to be learned by every 
man who would get on in his 

alling is the art of economizing his 
time. <A celebrated Italian was wont 
to call his time his estate; and it is true 
)f this as of other estates of which the 
young come into possession, that it is 
arely prized till it is nearly squandered ; 
ind then, when life is fast waning, they 
gin to think of spending the hours 


visely, and even of husbanding the mo- 


ments. Unfortunately, habits of indo 
lence, listlessness, and procrastination, 
once firmly fixed, cannot be suddenly 
thrown off, and the man who has wasted 
the precious hours of life’s seed-time 
finds that he cannot reap a harvest in 
life’s autumn. It is a truism which can- 
not be too often repeated, that lost wealth 
may be replaced by industry, lost knowl- 
edge by study, lost health by temperance 
or medicine, but lost time is gone for- 


ever.—Mathews. 





Plate Writing Exercise 


Next month authoritative shorthand plates will be published for the “advance key” 


given below. Write 


up this matter in the best shorthand of which you are capable, verifying from your text-book any points of 
theory about which you are doubtful, and put the notes aside to be compared next month with the authori 


tative plates. 
and will point the way to judicious review. 


This will enable you to find out exactly where you are weak on the principles and wordsigns, 





T has been a long time since we 
a drill on business let 
The 


following letters have been prepared to 


have had 

ters in this department 
give special phrasing practice, and in 
putting them into shorthand advantage 
should be taken of every opportunity for 
facile, rapid combination of words. A 
review of lessons eight and seventeen in 
would not, 


this connection perhaps, be 


entirely superfluous. 
Phrase Letters 


Harding & Reeves, 
Rochester, N. Y 


Me ssrs 


Dear Sirs: 

I have referred to your letter under date of De 
cember 11, in which you say that you expect to make 
settlement with us in a few days, and am sorry to 
say that we have not heard anything from you since 
We do not wish to be discourteous in this matter, but 
unless this account is settled at 
necessary for us to make 
have attachment 


assure you that 
once it will be absolutely 
entry in the sheriff's office, and 

issued 
Kindly give this matte: 
and avoid further trouble 
Yours ve 


your immediate attention 
and expense. 
respectfull 
Dr. M. W. Thornt 
Holyoke, 
Dear Dr. Thornton 
Sometime ago we sent you, through the 
Drug Company of Boston, Mass., a case of our special 
Lithia Water for examination and trial. We trust 
that your experience with this water has been entirely 
satisfactory, and that you can give us reports similar 
to those we have received from more than a thousand 
prominent physicians from all over the United States 
If for any particular wish to continue 
the test, and will notify us to that effect, we wil! 
with Boston agents to permit you to do 


Mass 


Skinner 


reason you 


irrange 
so 

A line from you at your convenience regard to 
greatly oblige 


Yours truly, 


this matter vill 


Wagner & Hackett, 
Baltimore, Md 


Messrs 


Gentleme: 

We must insist upon immediate delivery of our 
order No. 142 We have written on several occa- 
sions in reference to this, but have not yet received 
an invoice We are being constantly questioned by 
our customers concerning the matter of delivery, as 
we have been holding their orders for some time 
awaiting the arrival of the goods. This is, as you 
will readily understand, extremely annoying to a firm 
f our standing, and unless we hear from you soon, 

shall have to go elsewhere for the purpose of 


time charging 
annot possibly wait 


securing these goods, at t same 

difference in price t We 

any longer to fill our needs in this direction 
Trusting you will see the justice of this action or 
r part, and hoping t n mail 


hear from you by retur 
© are Ver { t 


Mr. Henry U. Carson, 
Wilkes-Barre 
Dea »> 
A short time ago we wrot a personal letter 
asking you if you were ready to place your orde 
’s supply of coal, and requesting that 
in any event you advise us as to your requirements 
in that line We have not heard from you in reply, 
owever, and as we have had you on our books as 
a number of years, we should like ver 
doing bu 
enclosing herewith 


tor your winter 


a Customer tor 
much t 


We are 


siness with you 

a postal card, on whic! 
please state whether not you have already placed 
your order. If you have not yet placed it, shall we 
have our representative call upon you sometime dut 
ing the latter part of this week, or at any other time 
you may find convenient? 

It may be that you are not in a position to take 
your coal until later om in the season; in that case 
kindly so state on postal, as we may be able to quote 
for future delivery 


continue 


you a very satisfactory price 
Yours respectfully, 


EY 
Stenographers Wanted in 
Winnipeg 


L— UST why there should be a spe 


4 


cial dearth of stenographers in 
Winnipeg, Manitoba, when no 
such dearth has recently been reported 
from other cities, may be a difficult thing 
to understand, but such is nevertheless 
a fact. Recent reports from typewriter 
companies in that say that good 
stenographers are very much in demand 

-so much so that it is difficult to fill 
even the best-paying positions in a sat 
isfactory manner. This information 
comes specifically from the Remington 
Typewriter office, although it refers to 
conditions which prevail generally in the 
Winnipeg field. 

It is possible that many typewriter op 
erators located in other cities may be in 
terested in these facts 


city 











By Lilian M. Belfie 





Hints avd Helps 
or the Student 


Wabash Avenue, Chicago, to whom all communications for this department should 
addressed 








Theory Examination No. 2 


y Mrs. Amos W. Smit Buff N 





What } ple ive s le 
W idvantage is secured 
W at ietters are le t 
How do we express the (ive 
ples 
’ H \ } ve e sy abies S18 »es 
ve exa c 
How can y listinguish the syllable Det 
Ded and Ted 
( How is the st tense of verbs expressed? 
ee examples 
7 Write in long is tl i ue 


gns in this lesson 


Write outlines for the following words 
aden meces rome eve ; 
defiance lev gluter hound 
gander fugitive lefend gaunt 
giant gla livisior meni: 
dentify membrane fende roses 
memory min hominy hunt 
hinder andmai msistency ceases 
Write s} thand the followir sentences 
l He that falls to-day may be up to-morr 
Phe eights by great men reached 


sudden 








flig 











‘ sta c ‘ 8 Lamden t get son 
gingham to make a dress f the law 
tete 

; His money was limited, so Moses was 


doomed to spend his time in the Man 


Our estimate was based on details sent 
is Dy the auditor 
rhe “Legende f Good Women” was 


tten by Geoffrey Chaucer 


Lesson VII 


(Every wordsign is used in this review The Ing 
lot should be explained to tl uss before beginning 


Ss exercise 


Write the following paragraphs in shorthand 

Should you arrange to take a course in busi 
ess correspondence, you will be of more value in 

Government work; and we could allow you to 
ecome a director in the corporation, which would 
ve of great importance and give you favor in public 
iroughout the stock market 

We enclose a list of the calf-bound books we 
carry in stock, which, as you will see, are of different 
1alities If you decide to accept the agency our 
lerk will go to see you to-morrow with copies of al 
our other publications and acquaint you with the duty 
‘f an agent, immediately after you have given satis 
factory references as t f haracter and you 














nce in society 

We desire our agents to use every opportunity 
to keep before the pupils the principal purpose of 
this particular reference work, and would ask that 
y state early t ull that you must first collect a 
art f the bill before you can deliver the books 
and that the entire balance must be paid on delivery 
where they wish to take advantage of the discount 

: This gentleman will represent the firm in ques 


} 


and, in accordance with the above record, w 


respectfully ask for a return of the invoice giver 











the railroad company n the 17th inst Should 
ey ject to replying giving satisfaction, he 
says he will oblige them to appoint a popular judg« 
ke Sir Victor Young to look after the claim mors 
ly and to bring about an immediate remittance 
God is great and g il: and if we come to Hin 
the right spirit He w always receive us, for He 
s kind and will never stand between us and heave 
we put our trust in Hin all n His name, am 
what is right 
( Messrs. Wilson & Stone will send a letter soor 
to Mr. Lloyd, who was in the recent railway wrech 
und will take occasion to thank one other gentlemar 
who went a full mile for a doctor before it was day 
light 
7 We regret very r cn ft it those three strong 
men of wealth and capita ave no real regard f 
their client beyond the pe of a new draft from 
him; and we a f the opinion that if the truth were 
told they ought to pa the sma mortgage and ther 
give him his liberty 
8 Well, I just remark« t t st s let yor 
ng friend use the typewrite t write ut his 


speech for the newspaper next week 
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I am glad to hear that the poor boy who had ) Dear Sirs: 
eye put out yesterday while trying to care for We are in receipt of your letter of the 41 
body, got the appointment you mentioned the nst., and in reply would say that we do not 
er day; and I believe the jury will surely find the regard the collector to whom you refer as one 
cause and allow the insurance of the best men at work on the business of 
10. I would suggest that you ship by freight in the the newspaper. We shall be glad to see yo 
future, as we cannot deal with such a difficult report. to-day or to-morrow, or any time before the 
Please acknowledge your acceptance of the terms by end of the week, in reference to the matter, at 
mail or wire, as I must record the change for the which time you n give me full particulars 
House in definite form at the very first opportunity f the case 
ll. They are all in accord, and will move the I should like to know what has been said 
world; and long after they have gone to the other in regard to the arrangement of the work. Fo 
side the effect of their speech will remain—yes, even the first time I am at a loss to know what t 
until the end of time do in this matter As long as his son-in-law 
12. Please send correct remittance direct to me is to be director, I don’t believe we can wor! 
without delay, or else I shall be obliged to make a hand in hand to advantage Will you please 
duplicate bill and turn the charge in to be collected say whom you think we ought to have repre 
13. How little we think of the dear Friend who sent us in that part of the city? I trust this 
gave His life for us! matter will be settled in an entirely satisfa 
14 When that time is at hand, either you or I tory way, and that hereafter every 
will have to speak and tell the cause of his fall do his best to help the cause along 
There will still be an opportunity for him to follow Yours very truly, 
some good business, t! 
or credit. Lesson IX 
15. Have you ever been to hear Mr. Jones? He 
will speak at length on a significant phase of the tem 


perance question, but his style will be far from pleas 


ugh I wonder if he has capital 


(Give both longhar shorthand f 
les required.) 
ing to most peopl 1. What is meant b; 1¢ abbreviating principle? 

16 Why did ; sot md the car? We want Ot what advantage is th principle? 
thout fai re f f next week, because we 2. Write in shorthand e following w: 

ing this principle: 

abandon childrer January nume 
accustom co-operate knowledge possible 
ambassador eloquent local rather 


Ww 
hall be more than usually busy during the rest of 
ne season 

17. In this system, for instance, an important point 
the improvement effected by writing the principal 


rd anonymous evaporate magazine severa! 

appreciate February material sufficient 
rilliant illustrate number unanim 
3. Define the reversing principle 


owels of every wot! 


18 You must not think of doing such a thing till 
our strength returns fully 


4. Give all rules (a, b, c) for reversing, with four 
Lesson VIII examples of each. 


5 How is S added to words ending in Ar and | 
Give two examples of each 

6 When is S written contra: to rule to ex; 
R? Give four examples 

l What class of words is given in this lesson? 7 When can R be omitted with safety? Give thr 
How are they written? illustrations. 

. How do we express the past tense and the sy! 8. How do we express War, Wor at the begin 


lables Er and Or after wordsigns? ning of words? Write the shorthand outlines for the 


3. Can this principle be applied to other words following words: warder, warlike, warty, warp, w! 
4. Define phrasing What is the advantage worse, wormy, worry, worm-eaten 
phrasing? 9. Give the rule for omitting D in the initial s 
5 Give the general rules for phrasing lable Ad, with three illustrations 
6. When is “‘to” represented by T? “Been” by B? 10. In what three words is the initial syllable 
‘As”’ by S? Give two examples in each case. omitted? Write these words in shorthand. What 
How is the phrase “of the” implied? Thre« fourth word, classed wit these, omits merely t 
illustrations. nitial vowel? 
8. After what words is “to” omitted? Why? Illus 11. What advantage is derived from these 
trate each case by one phrase ractions? Illustrate your point fully 
How do we distinguish “do not” from “don’t” 12. When may T or D be omitted at the e 
Illustrate word? Give two examples for each letter 
10. Write the following in shorthand, being care 13. How do we express Ld at the end of w 
ful to phrase yur illustrations 
(1) Wine is a mocker, strong drink is raging, and i4. Write in shorthand the following words 
whoever is deceived thereby is not wise absurd hearta lire haphaza 
We have no right to teach that which we d banner Sarnia girdle dotard 
not believe canker adhere standar circle 
We are just in receipt of your favor enclosing curtail beard surmise largest 
draft, for which please accept our thanks harden cartoon luster scald 
It has been truly said that the great want of 15. Write the following sentences in shorthand 
the age is men—men who will condemn (1 If sinners entice thee, consent thou not. 
wrong in friend or foe (2) The long, cold winter days have passed; com« 
I do not know of any one that can be trusted out into the warm spring air. 
to represent your firm; nevertheless, I will Homer Brunner will take a journey to asce! 
forthwith try to reach some one. I would tain how many sheep were killed by t 


(Give both | a! nd wrthand for | exam 
ples required.) 


suggest, however, that you look elsewhere shepherd dog 

in the meantime, for there must be some Mr. Eckhart’s daughte 

body somewhere in the republic who would Easter Day to help in rvic 

be glad to see you in regard to the matte: Mr. Parnell lost his finger while herding 











ng sentences 


ways in whicl 
vo examples I Quaker u 
words is it queen 
beginning? Give five examples 


xpress W in the dy of a word 


for eax 
necessary t 1s¢ hich h 
f tly-fiying swall 


} 


DO 


Things 
y e drummer 
endings Ly, Ily, Ally fountain 


in shorthand $3.00, $30 
£300 $3.51 


Keys to October Lesson Drills 


Plate VII 





stant re ence I will arrange 
They will use all their influ ‘ after n 
popular price arguments 


ntis naos ; hem 
- ; ' a to then nt him, but I dk 
ys ask r at you want Throughout the ¢ this time 
there is a market this style of small typ« 1s l con © 
I believe } , 1al points to ask 4 1 eleewher: 
! and why he works; h 
the rid, an 
He Plate IX 
liscount on the 
W bh Yearr re in, lurdie, a 
him until ‘ . 
' ~s hal foster, flatter, usher, inner, r, muster, 
The railway agent sha : ae ¢ 
, ter, avenger, hnger, , Sturdy, tart, tur 
f the charge i poten B 
tail, virtue, rt rtiic, partner, curtaine 
difference in : 
avern, varnish n i standard, tankard 
young - 
hurchyard, zat hur urdy tinkers, grammars 
rpit . ur rtal, borde 
— 


newspaper at a n 
was satisfactory 


purpos« 
decide the 
They regard the poor 
In accordance 

as drawn up a . 

ivent 


wit! 
ardoni 
adm 


firm against the 
ouldetr 


sent you by 


luplicate copy of that 


Plate VIII 


There 


ts 


f, wherealx 
decided, creditor: 
please send 


given 
this 


e, t m 
t hgure, there 

ave been, t ring, had been given, 
month, houses, agent atter 

be glad to have, tk 


z 


this time 
t of 


world, end 
t, story att« t . e would | 
many, any , now and Plate X 
t the way lc time, W Geiets Druid. . 
ooject, ndry, crowned, renounce plus gle, 
) , de 


RDS 


liscreet, dissuade, misspell 
eptive, deplete, rebate holar, ’ 
picnic bedl: t lu , dyspepti 

i s partiall 


t acce 
quarry \ ad 
I rar most 


been given 
little t deluge, 
I do not swiftly, feel: 
see ly, treat 


patter 


been very 
years 
will be glad to 


thought in the way 
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display of those hideous and ugly 
looking stockings is in very bad taste. He crushed 
his thumb with a bayonet in a duel which he refused 
to recount The thunder and lightning storm is viv 
idly depicted in this picture. The twilight is grad 
ually away The petition for the abrupt 
lissolution of the school has been rejected. Three 
requests of $500.00 each have been disbursed since 
Mr. Daniel Brown's decease. He resented the mis 
quoting of his sayings, and greatly deplored the lac! 
»f accuracy of these men 


SENTENCES The 


fading 


Plate XI 


W orps Afterglow, altar, alder, orchestra, orchid 
ileer, converge, convulse, comrade, combat, 
embryo, embarrass, imply, embody, embitter, impeach, 
intimate, encroach, invalid, enrage, enlighten, untruth, 
uncertainty, unseen, exclude, exile, exhibit, exult, fore- 
lock, foreclose, forbears, outrage, outcry, orange, out 
emissary, emerge, emphasis, suburbs, 
unconcern, inconsequent, non 

disconnect, discommode, sub 


conceal, 


let, inert, 
emery, uncombined, 
ompliance, reimburse, 
iltern, compress 
Sentences: The excellent progress made in this 
territory is probably due to the incentive and impetus 
initial settlers by the emperor and his 
subordinates. I cannot explain the implicit confidence 
he seems to place in their promise to enfranchise the 
whole country He consented to prolong the excur 
sion a furlong, although convinced of their uncon 
scious misconception of the immense distance already 


given to the 


An effort will be made this afternoon t& 
outcast with the ordinary necessities of 
The expiation of the inventor is imma 
ultimate success of his complex but 


traversed 
furnish the 
subsistence 
terial to the 
ompact engine 


Plate XII 


Contrite, counterpane, contrive, 
instructor, extravanganz@, extirpate, 
interim, intermediate, intermarry, 
secting, intervention, entrances, interlace, interrogate 
interstate, internal, interurban, intercollegiate, re 
strained, ultramundane, ultraist, ultraism, miscon 
strued, nonintercourse, undetermined, interlined, in 
terstice, intersperse, electroscope, subdistrict, re-enter, 
misconstrue, unenterprising, intrusive, intrepid, inter 
jection, subcontractor, intermissien, electrically, elec 
trical, intercept, interwoven, externally, ultra-smart, 
intermingle, exterminate, interplay, electropolar, re 
trenchment. 

Sentences: This intellectual enterprise is expected 
to restrain the extravagance in this district. The 
unrestrained intercourse between the instructor and 
his pupil seemed to be a source of interest and sur 
prise to the interpreter. The altercation concerned 
the intrinsic and extraneous value of the ultramon 
tane holdings. It is distressing to see his contrition 
and his efforts to regain control of the electrical 
The International Railway Company will 
econstruct their elects which was destroyed 
by fire So much may be said by way of introduc 
tion to the dinary Peary-Cook controversy 


W orps nstrin 


gent, exterior, 


extradite, inter 


contrivance 


ometer, 


extraor 


Keys to Supplementary Lesson Drills 


(See plates in January issue.) 


Plate | 


needle, tilt, regal, hilly, hurry, 
trickle trickery, lambkin, grill, medley, 
gnat, Mecca, giddy, relay, nigger, nickel, 
mealy, gritty, leggin, drill 
Sentences: The mate cannot make 
Hark! the lady hit the metal; I can hear it rattle 
Henry cannot trill in our garret; it would make a 
racket Ada Mallen would not get a granite teakettle 
in Madrid 


Worps 
ladle, 
Marie, 
dreary, 


Hearken, 


relic, 


the keel go 


Plate Il 


Ravel, clamp, hamper, jagged, rivet, gap, 
triple, chenille, plague, valve, veteran, 
pagan, pecan, frigid, fringed, pillage, chafe, shiver, 
chattel, villainy, dirge, flaky, flecked, lavish, patchy, 
frappé, vacate, shackle, filigree, sheen, chin, hosiery 


Worps 


haven, wrapper, 


SENTENCES Please have the packer ship our goods 
every day Fetch her black velvet hat from the 
bracket in the kitcher The ship will leave Egypt 
vefore the affray, after which it will be bound for 
Panama. If the Arab will put the lamp at the bridge 
I will help him dig the trench in the ravine 


Plate Ill 


Omelet, ballot, whirl, fudge, goblet, frugal, 
opaque, nudge, Tokay, toga, 
whittle, sugar, pollen, Pauline, poodle, wicker, polo, 
yodel, lure, gloat, Doric, nub, Rugby, coupé, 
juet, aeroplane. 


Worps 
accrue, putty, tissue, 
tunic, 
1eronaut, cro 

SENTENCES We may call on you in a body in the 


fall Put the porridge on the lower shelf to keep it 


cool I have | bottle of the ton 
buffet She wore w calico on holiday 


aught a whale, e Woodruff took it from me 


Plate IV 


solstice, blacksmith, Yose 
amaze, dearth, sulky, ath 
sober, swim, cancer 
heathen, broth, caress 
fracas, stealthy, Angora 


W orps Sedan, trellis 
mite, scenic, seamstress, 
letes, chestnut, scroll, 
raspberry, lanky, 
crisp, moths, blanket, theft, 
thatched, thug, scud, cloth« 


casino, 


splashes, 


Sentences: He was frozen to death in that severe 
snow we had last year. Hazel gave them those clasps 
for their satchels. You well if you have 
such thin thread ye thieves do break in the 
cellar doors, they t steal the grapes which we 
put there in the spring be Dorothy locked then 
up in the closet 


annot sew 
' 
cant 


ausc 


Plate V 


Worps: Poem, chastise, sour, Julia, finery, Uranus 
rowdies, spike, Rhine, flout, Rabbi, lilac, pilot, Sophia 
miasma, priory, reliance, Boyd, piano, shadowy, ivory 
sty, spouse, Castilian, affiance, tri 
tithes, typhus, cereal, ice cream, riotous 
aerial 


cyclone, utilize, 
Siberia, 


Sentences: My nephew, Clyde Doyle, would 
to be your guide when you go to Ravinia. We wil 
form an alliance to represent the people in thei: 
fight for lower rates The snowy scene was bathed 
in bright moonlight. Sylvia Boyles is to 
oratorio of “The Messiah 


sing in th 
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Plate VI 


Redeemer 
penter, cement, sustenance, 
destiny, fugitive, repentant, 

deluded, humidity, hominy, it 
miniature, sanc 


widen 
chim 


etainer, denim, 
Aundice, ice, Ca 
abs otton, ac 
endow, nutriti 
be, 


mor t 18, 


ey, 
ve 
lolence, 
templar, assassinate 


ss, 
nay spindle, in scissors, 
what to d 
T he 


and 


is difficult to know 
open 


just 
defiance 
this time, 
entire time at 
gentleman who fainted. 
ventila 


SENTEN(C 5 It 


this 
igency 


into 
rent 


resistance deve lops 


liffe 


was given toa dad agent 


says he will spend his this work 
\ stimulant was 1 to the 
the 


will 


wind pened in winter the 


Plate VII 


ask tor your a 
Suggecst 
the new 

firm desire can 
Please find enclosed 
and Long, and also a 
We cannot collect the 
important that you re 
drafts, invoices, 


ceptance 
above until 
discounts 
given 
opies 


will not 
ment 


great 


as we 


siness becomes so that 
h the 


thout any 


members of be 
difficulty 
of Messrs 
given Dr 

ately, but t s 
dupl 


, 
claims 
rtgage 
ims 


Young 


by Small 


the hrst st wit cates, 


bills, reports rrespondence, and othe 


you for use in this particular instance; 


must receive ea one of these tf 


the clerk 


pany 


so that may balance 


Piate VIII 


W orbs reat, now! 
ied, object r, ser sender 
ought to go, have not 
cannot find, 
could 


ere, pointed led, 
Keeper, they 
want, they 


we been, I do not 


very long time, to open, to report, neve 
as, advantages of the 
to those t 
these, eeded, I d 
don't want, 


inch, 


theless, have been, as fine 


this, in reference 
of 


we 


system, in respect to 


it seems to be, one suc 


f the 


bject, 
not wish, people « 
his credit, 
three, Very cordially 
session to session, to labor 

SENTENCES You ou that 
at a loss if the goods are not as represented 
been d 


city, influenced, 
atter 


yours 


to step step, inch by two or 
bh P| 


we should not b 


ght t Know we mu 


as you can, please let us know what has ne i 
regard to the matter of th« 
had listed for some time In a r two I 
arrange the suc that 
time I Battle after b was 


can ove 
the cau 


you have 
think 
more 


use which 


we can classes ha way 


or less saved 


fought in se of liberty 


Contributions From “Hints and Helps’’ Readers 


For Meditation 


you ask my vocation, 
Without hesitation 
Or deliberation, 


I’ll reply with elation, 

“There's no occupation 

Holds such fascination.” 

Just take a Gregg ration, 

And, with a foundation 

Of determination 

For continuation, 

You'll soon win approbation 

hough a little vexation 

May attend the formation, 

"Tis of most short duration ; 

Then all’s delectation. 

But enough of this “ation” 

I'm off for dictation. 

Contributed by Dora Briggs, 

Marshalltown, la 


who can 


‘The keenest critic of him 


he who can’t.” 


Thus often the heart that is broken by 


WRITTEN BY WILLIAM O'Brien. New Haven, Conn 


Key 


THe Master's Toucn 


An old violin, "twas a rare Stradivarius, 
Broken and mended a dozen times o'er, 

When touched by the hand of the master, its musi 
Was richer and sweeter than ever before 


sorrow, 
betrayal, or wrong, 
and stronger, 
tenderer song. 


—R. L. Johnson 


Or wounded by slander, 
Is purer thereafter, and richer 


And rings out a sweeter and 
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(The key to this plate will be given next month 





Plate IX Plate X 
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A Deserved Honor 


‘ 
t 


a eae , Business Colleges of Birmingham, Ala , at d Houstor 
of Birmingham, Alabama, has Texas. The high honor bestowed upon him is wel 


7 Oa [ 
ae] \5 


increased in population more than any 


|i all the world knows, the city Richard W. Massey is presider 


. one 48 . ans leserved, for he has always had the welfare 
the proud distinction ol hay ing Birmingham at heart, has worked for the Magic City 
and used every effort within his power to help make 
, ty a Greater Birmingham what she is to-day 
city in the United States in the past He has always been an enthusiastic member of t 
Chamber of Commerce, and as chairman of the great 
Census Jubilee last November he was largely responsi 


decade. The census reports show that 


at the last census the pe ypulation of ble for the tremendous success of that function, whi 
>: : 4 mo. ° . meant so much to Birmingham 
sirmingham was 26,178; it is now 132, Mr. Massey is largely interested personally ix 
2S ‘ Smarea ee 7 Birmingham, holding large ind 
O68)—an increas¢ ot vides! veal. estat groguetiekite 


245.4 per cent! In the anes Seams he goalie <2 
: 2 — Asse y usiness oliege, 
colloquial phrase, “that’s . president of the Terrace Court 
; 9 / . par ts Humboldt Apart 
going some. y met Jefferson Investment 
, ny, and vice-president 
rts & Son and the Prot 


Birmingham has re “ 
ive i Insurance Compar 
. I director in the Trade 
lee celebration over the | National Bank, Associated Char 
: ne . = ities, and Home for the Frier 

census returns Our | as 

Mr Massey has lived in Bir 
I t eight years 


cently had a great jubi 


good friend, Mr. Rich- 


; ‘ mingham for about 
ard \W ‘ Massey. presi- ia however, he has had business ir 
e 7 terests in this city for over 
dent ot the Massey , teen years He came here fr 
Business Colleges at Columbus, Ga., where he was 
} president of a business college 
Birmingham, Ala., He is a native Alabamian, 
i y lived ir Texas and Georgia 
Montgomery, Ala., Co | rior to his present residence 
. ' fir ngham 
lumbus, Ga., Houston, —* 
Texas, Richmond, Va., y Mr. Massey was 


and Jacksonville, Fla., ES ee - yt among the first to adopt 
was chairman of this Gregg Shorthand. It 
great function, and much of its tremen was adopted in his schools when it wa 
dous success was due to his management. published in little paper-covered pamph 
We have just received a copy of the lets—when it was struggling for exist 
Birmingham News, which contains a_ ence, and was not tauzht in more than 


, ’ A’ 


large picture of Mr. Massey on the front dozen sci vattrally we rejoice at 
page with the announcement that he has his prosperity a . this public recog 
been elected president of the Birming- nition of his great abilities and splend 

ham Chamber of Commerce. In an arti- character by his fellow-citizens, and 


cle under the heading “A Deserved hope that he may go on to even greate! 


Honor,” the News says honors and usefulness 
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O make the most of dull hours, to make the best of dull people, to like a 

poor jest better than none, to wear the threadbare coat like a gentleman, 

to be outvoted with a smile, to hitch your wagon to the old horse if no star 
is handy—that is wholesome philosophy.—Bliss Perry. 
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ee Se 


New York, 


oad way, 


to whom all comm, 


lepartment should 


be addressed. 


How to Change to Touch Typing—VI 
By Rupert P. SoRelle 


(Copyright, 1911, 


XPERT typists are agreed on 

a) the value of concentration in 
——=—— acquiring both accuracy and 
This subject has been touched 


upon once before in these articles, but it 


speed. 


will bear amplification and emphasis, 
for, without the power of concentration, 
that great 


impossible. 


the elimination of hesitation 
foe to accomplishment—is 
Here is what one of our greatest teach 
ers, Dr. Charles W. Eliot, 


this subject 


has to sav en 


which education for efficiency should 
imparting of the habit of quick and 
neentrated attention Without this habit there car 
onomy of time. * * * The differ 
mental efficiency is ‘chiefly 
difference in this very power of concentrated atten 
n The man who has this power will grasp 
ts presented to him, gratify people 
him by giving them prompt 
seize eagerly upon the con 
which relate to the affair 
work, whatever its 
scholarly, or admin 


The next thing 
ttend to is the 


e no true « 
ce between adults in 


ckly new subje: 
» have business with 
1 effective attention, 
ts of books or papers 
hand, and dispatch his daily 
ature—mechanical, commercial, 
strative He will do in one minute the work for 
ch an inferior man will need five minutes or five 
irs. He will effect in every day of his life a great 
nomy of time There will be no dawdling ot 
ague dreaming in the action of his mind. His 
ughts will not be a rope of sand, but a chain of 
elded links. The great thinkers and doers, philoso- 
ers and inventors, soldiers and rulers, are alike 
ssessing in the highest degree this power of con 
trated attention; and in common men and women 


, John R. 


Gregg) 


this is the most valua 
rouse, awake, inculcate 
child and youth should 


cation for efficiency. 


And further 


The modern biographies h give us an 
into the working of the mi: f their subjects, 
as the biographies of Huxley, Darwin, Pasteur, Te 


Gladstone, us the 


insight 


sin 


show 
fundamental 
»f great wor) 


nyson, Cavour, Lincoln, and 


power of concentrated attention as the 


source of the prodigious productiveness 


ers 


Concentrated attention is a difficult 
habit to form and cannot be 
With some 


with others it can be ac 


acquired in 
a moment. it seems to be a 
natural gift; 
quired only by hard, persistent practice 
The cultivation of the habit of fixing 
your mind absolutely on the subject in 
hand should be begun early in the pra 
tice and persisted in tenaciously. At 
first it will be impossible to keep your 
mind concentrated on the 
any length of time, but with practice the 
faculty of concentration grows 
Present-day conditions conspire to 
make concentration impossible without 
a strong exercise of the will. The news 


papers and magazines give us only a nib 


subject for 
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ble of this or that. In the city all is hus 
tle 


of attention and energy is invited. 


and bustle. Everywhere dissipation 


Sus 
tained attention, the one means of great 
accomplishment, is becoming a lost art. 

In one of the big restaurants in New 
York, which does such a large business 
during the rush hours that all of the 
guests may not be seated expeditiously, 
numerous placards bear the inscription, 
‘Do Not Wander.” That is a good in- 
junction to upon 
When you sit at the machine keep your 
Do not let 


impose your mind. 


mind on the work in hand 


it wander away to other things, no mat 
ter how important they may appear to 
be You cannot do your work econom 
ically under these conditions. Give your 
fullest and deepest attention to the im 
mediate duty, and the habit of concen 
and with it will come 


oT 


tration will grow 


a greater power for doing. If you have 
already formed the bad habit of letting 
ramble while writing, substi- 
habit of 


‘habit 


the mind 


tute the good concentration in 


its place, for overcome by 
habit.’ 
As 


tion 1 


applied t concentra 


yf ft 


typewriting, 


one he most vital aids the 


typist can bring to his aid. Among the 
five or six most rapid writers we have 
the 


supe 


little choice in 


The 


another lies 


to-day there is but 
matter of fingering ability 
of 
in ability 
the continuity of operation, and this is 


one writer ove! 


to eliminate the breaks in 


riority 


his 


merely a matter of training in concen 


tration. In the exercises of this article, 


bring into use the greatest 


attempt 
sum 


the 


concentration can 
mon, it 


sentence has become thoroughly memor 


of 


and 


POW el you 


persist in even when 


ized 
oncentration, the more rapidly will the 


The greater the intensity of your 


nitiating t f writing become trans 
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ub-conscious mind, 


the 
thus become automatx 
The keyboard of the machine, so far 


ferred to 


as learning the location of the various 
characters, was completed with the last 
work in installment 
devoted to accelerating 
© acquiring continuity 


article. Our this 


will be finger 
movements and t 
of operation. In working out these ex 
ercises, keep close tab on the following 
f your hands, the manne 
of returning cat Do not 
lift your finger from the key any higher 
enough 


The position O 
shifting. 


riage, 


than 4s ut deliver 


power to the key te 


necessary, 
drive the type firmly 
in contact with the paper 

Che editor of this department would 
tl the work done 
by those who have followed out the les 
“How to Touch 


and invites all to send in speci 


like to see the results of 


sons in to Change 
lyping,” 
mens of their work on the exercises that 
follow. Honorable mention will be given 
to worthy. productions 


rercise 


Ihe following sentence is a “demor 
stration” sentence used by all the ex 
perts. Practice it until you can write it 


accurately at seventy-five or more words 


per minute 
It 


s the duty 


Si Nad LACTCIS 


Write this sentence until you can writ 
it four times in a minute 
Make it } ! 1 s t know 


ng 


(Twenty 


what 


+} ‘ 


18 


Third Exercise 


Practice this sentence until it 
vritten accurately three times in 


minute : 
Everything we 
ng greater, and we 
tion th 
ndertake 


lo is merely practice work for 
t capacity in the fj 


t whateve 


x “ 


. ts 1 


at we throw 
(Twent 


rds 
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Fourth Exercise 


Practice this sentence until it can be 


written accurately in one minute, or 
faster : 

Every action is a wise or unwise investment for 
future dividends. The past is gone, what we call the 
present moment goes over to the past even while we 
are saying the leaving only the future in 
which to work and enjoy. Whatever we do is done 
for an effect in that future, be it near or far, a min 
ute or a year Consider well, then, the effect you 
are trying to produce. (Seventy-four words.) 


word, 


Fifth Exercise 
Practice this article and send in your 


best and speediest copy: 

About this time I met with an odd volume of the 
Spectator. I had never before seen any of them. I 
bought it, read it over and and was much 
lelighted with it I thought the writing excellent, 
and wished if possible to imitate it. With that view 
papers, and making short hints 


over, 


I took some of the 
of the sentiments in each sentence, laid them by a 
few days, and then, without looking at the book, tried 
to complete the again, by expressing cach 
hinted sentiment at length, and as fully as it had 
words that 
Spectator 


papers 


before, in any suitable 


Then I compared my 


been expressed 


should occur to me 


ed some of my faults, and 


wanted a stock of 


with the original, disc 
corrected them But found I 
words, or a readiness in recollecting and using them 
which I thought I should have acquired before that 
time if I had gon making verses; since the con 
tinual search for words of the same import, but of 
different length to suit the measure, or of different 
sound for the rhyme, would have laid me under a 
constant necessity of searching for variety, and also 
have tended to fix that variety in my mind and make 
me master of it Therefore I took some of the tales 
n the Spectator, and turned them irito verse; and 
after a time, when I had pretty well forgotten th« 


prose, turned them back again 


I also sometimes jumbled my collection of hints 
into confusion, and after some weeks endeavored to 
reduce them into the best order before I began to 
form the complete the subject 
rhis was to teach me method in the arrangement of 
the thoughts. By comparing my work with the orig 
inal, I discovered many faults, and corrected them; 
but I sometimes had the pleasure to fancy that, in 
certain particulars of small consequence, I had been 
fortunate enough the method or the 
language, and this encouraged me to think that I 
might in time to be a tolerable English writ 
of which I ambitious 


This 
of lessons on “‘How to Change to Touch 


full sentences and 


mprove 


come 
was extremely 


installment concludes the series 


Typing.” 


Which Thumb ? 


aR. EDWARD BLUMENTHAL, 


Douglas, Arizona, asks the fol- 


== lowing questions: 
If you are writing for speed and find that the first 
i line begins with an “a” or one of 
her letters to be struck with the little finger, 
ou use the left hand or the right hand to space 
line Also, if a word ends with the right hand, 
hand’ to space with, and vice 
Blaisdell manage it? 


1 on the next 


y use the left 


rsa? How does Mr 

This is a question that has agitated 
typists fully as much as the old problem, 
“Why is the period so placed that the 
shift key is required?” In spite of the 
fact that the weight of authority lies 
with right thumb spacing, various pretty 
theories have been spun about the ad- 
vantages of alternate right and left thumb 
spacing, and there are yet many strong 
advocates of that method. The argu- 
ments in favor of it sound plausible and 
scientific to the uninitiated. But under 
the light of keen analysis the advantages 
claimed for it disappear quickly. A 
study of the keyboard shows that at 


least seventy-five per cent of the common 
words begin and end on the left-hand 
side of the keyboard. Examination of 
a list of miscellaneous words will verify 
this readily. Our present keyboard has 
been designated as a “left-hand key- 
board.” This being true, it is perfectly 
logical to throw the work of spacing on 
the right hand, in order to balance, to 
that extent at least, the division of work 
between the two hands. 

with 
requires 


To learn to alternate 
thumbs long 
practice, and until it becomes mechan- 
ical it necessitates conscious selection of 
the thumb on the opposite hand from the 
one which vice 
versa if the beginnings of words be the 


space 
unquestionably 


finishes the word, or 
determining factor in the selection of the 
thumb for spacing. That is pure waste 
of effort. Practically all of the rapid 
single keyboard typists of prorhinence 
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Blaisdell, 


Smith, Wilson, Coombes 


to-day the lrefzgers, Hoyt, 
invariably use 
The time 


devoted to learning the alternate spacing 


the right thumb for spacing. 


could be much more profitably employed 
in mastering fingering, even if there was 
naturally an equal division of the work 
of the two thumbs 

With the complete, or double, key 


which there is not 
board, as on the Smith Premier type 
writer, some little advantage is obtained 
by alternating the thumbs in striking 
capitals, as the hand in position for strik 
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Ing capital 1 
the space bar 


here is a_ tendet when spacing 
with the right thumb only, 
little 


fault that can readi 


to drop the 


hand a lower than the other—a 


7 


, , 
pe overcome, now 


ever, when once the attention of the 


Spacing with the 


typist is called to it 
right thumb from the beginning gives 
one definite way of doing it, and removes 
immediately a cause of hesitation that is 


present for a very long time when th 


other method is followed 


Stenographic Aphorisms 


With ackn 


HINK oftener of 


speec 1. 


accuracy than 


* 


Every outline is safe to him who 


writes with precision. 
Ss a 

The vice of careless writing draws the 
unwary to the hook of failure. 

* * * 

A good style and freedom of move- 
ment are necessary to easy note-taking; 
good judgment and common sense, to a 
happy transcript 

* * . 

Choose to have your outlines well ex 
ecuted, for the hopes of the stenographer 
are wrapped up in the transcript. 

* + . 

Pay in earnestness of endeavor, before 
you are called upon, what is due to thor- 
oughness, and you will never be caught 
with a weak equipment 

* * * 

Do not ornament your writing with 
fanciful improvements of your own, but 
to tried and 
proved principles; for the style is made 


adorn it with a devotion 


serviceable under stress of arduous note- 


wledgments to 


F pictetus) 


taking by its adherence to prescribed 


principles and practiced proportion 


Speed is a possession that is not truly 


yours when it not accompanied by 
accuracy. 
* * 

A ship ought not be held by one small 
anchor, nor our hope of stenographi 
efficiency to a single excellence 

* * 4 

We ought not stretch our statement of 
our “speed” to a point we cannot demon 
strate 

~ * * 

A business philosopher, being asked 
what was the most universal of all ste 
nographic delusions, answered: “Speed, 
for they have it who have nothing else!” 

x * * 

What ought not to be done in tran- 
scribing we ought not even to think of 
doing. 

* » * 

You will commit the fewest faults in 
transcribing if you are accurate in the 
initial work of both shorthand and type- 
writing. 
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lf in the beginning of your typewrit Chastise your 
ng work you admire the little things of may not chastis 
neatness and dispatch, you will even 
tually become worthy of the great ones Time delivers fools from the “speed 
f general efficiency—and higher pay mania, and accuracy, wise men 

a * * * 

Hie is a stenographer of sense who In every stenographic feast of note 
does not grieve for impossible speed, but taking remember there are two guests 
rejoices in the perfect transcript to be entertained—accuracy and speed; 

2. 2. Ss and that what you give to speed alone 

Have neither a blunt pencil nor a dis- you presently lose, but what you give to 

orderly notebook. accuracy remains forever. 
* * * * * * 

He who has been fortunate in select In choosing a stenographic position o1 
ing Gregg Shorthand finds a jewel; he a friend, we ought to choose not the 
who has not, bewails the error of his most agreeable, but the most useful 
judgment. > Ss 
° If you have an earnest desire to attain 

If you would be a good writer, first efficiency, prepare yourself from the 
believe you are a bad one. very first to earn it by hard work. 


Wiese Goes Abroad 


expert speed demonstrator for he speaks German and French fluently, 


(| Sak. ERNEST G. WIESE, . the points. Besides being an expert typist, 
\ 


== the Remington plays the violin, and is 
[ypewriter Company, iii: a skillful writer of Gregg 
sailed for Europe on N Shorthand. He expects 
January 28 to demon y to be in Europe for a 
strate the speed possibil ? 
ities of the Remington 
No. 10 for the edification 
ind enlightenment of : | A Great Accuracy 
uur foreign brothers. Record 

Mr. Wiese is among Recently Mr. Gus R 
the top-notchers of lrefzger, a “Rational” 
\merican typists, hav ; typist of New York, 
ing won fifth place in \ : wrote for one-half hour 
the World’s Amateur at eighty-nine words per 
[ypewriting Champion minute, with only one 
ship at Madison Square error! That is the best 
Garden last October, atte Gh Wenn yet, and shows that Mr. 
and also having to his Trefzger will have to be 
credit many brilliant speed performances. reckoned with in the next championship 

Versatility is one of Mr. Wiese’s strong contest 
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Our Useful Files 
N these days of commercialism 
it is refreshing to find a man 
who is willing to devote his time 
and money to the good of others without 
expectation of any reward save that 
which comes from the consciousness of 
noble work nobly done. 

According to his own account, such a 
man is Mr. W. L. Mason, a teacher in 
the Santa Monica High School, who 1s 
sending a printed form letter to schools 
all over the West simply because he is 
“a lover of the young,” as he expresses 
it. His letter begins with a protestation 
of disinterestedness, and it ends with one. 
But here is what he says at the begin- 
ning : 
in a pecuniary way in any 


writing to you with the sole 
system of 


I am not interested 
particular system; I am 
purpose of ringing to your attention a 
shorthand which I have been compelled, after careful 
comparison of Pitman, Gregg, Munson, Barnes, Gra 
ham, Sloane-Duployan, New Rapid, Lightening Speed, 
and a few others, more or less well known, to accept 
as a superior, if nut the best system 

It is one of the peculiarities of philan- 
thropists that they are sometimes so ab- 
sorbed in their mission that they over- 


look petty details. An illustration of 


this is to be found in the fact that M: 
Mason fails to spell correctly the names 
of two of the systems which he says he 
has studied so carefully. But, then, a 
celebrated personage once remarked with 
some asperity that spelling was pretty 
small business anyway. 

The system Mr. Mason advocates is 
the venerable Isaac Pitman. It is very 
necessary for Mr. Mason to explain all 
about that system, for, of course, in a 
progressive state like California, it is 
practically unknown; that is, outside of 
the school in which Mr. Mason teaches 
After stating that the venerable Isaac 
Pitman Shorthand has all the 
that should be possessed by a system of 
shorthand, Mr. 
these touching remarks: 


virtues 


Mason concludes with 


You may ask what there is in this for me and what 
I expect to receive for my efforts in urging you t 
adopt the Isaac Pitmar wrthand My 
answer is that I am an subject; 
that having seen, as a business man, a teacher, and a 
shorthand reporter, the pernicious effects of learning 
inferior systems by young people who did not know 
any difference, I am anxious, as a lover of the young, 
through my personal contact with them in the class 
room tor over a quarter of a entury, to save boys 
and girls in our High Schools and Business Colleges 
from making what has proved in many cases the fata 
mistake of studying and trying to use a worthless 
system of shorthand Only those who have invest 
gated the matter closely, and who have had actua 
practical experience, are apable of discriminating b« 
tween a good system of shorthand and a poor one 
You may name any system of shorthand you please 
and I can point out to you its defects and its ir 
feriority to the Isaac Pitman system. I am frequent] 
called upon to write magazine articles and pamphlets 
on this subject, and have given the matter very carefi 
and impartial study 

Will you not cor with me 
Santa Monica High School, where I am in « 
the Commercial Department, and let me have the 
pleasure of .sending you pamphlets and sample copi 
of publications explaining this system? It only need 
a fair trial to convince any one of its excellenc« 
enclose a stamped and addressed envelope for repl 
and shall be glad t ear from you at your early 
venience 


system of si 
enthusiast on the 


respond in care of t 


harge 


Several of our western friends hav« 
sent us copies of Mr. Mason’s letter with 
entertaining comments. They profess 
great admiration of the disinterestedness 
of Mr. Mason in devoting his surplus 
wealth to the purchase of postage stamps 


and printed letters for the purpose of ad 
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“not 
interested in a pecuniary way.” They 
commend most highly his thoughtfulness 
in “enclosing a stamped and addressed 
envelope for reply,” and in laying in a 
stock of “pamphlets and sample copies 
to be sent freely to 


vertising a system in which he is 


of publications,” 
those who ask for them. It is all so 
thoughtful—and so generous. 
What Our Files Disclose 

As many of our readers know from 
past articles appearing in these pages, we 
have a very complete reference file which 
has proved useful on many occasions in 
defending the Forward Movement in 
shorthand from both direct and indirect 
attacks. A reference to this file discloses 


these facts about the man who poses as 
such a disinterested friend of the young: 
Mr. Mason is the author of some text- 
books published by Isaac Pitman & Sons, 
and is a regular contributor to their 
monthly magazine, Pitman’s Journal. 


Nearly twenty years ago he was em- 
ployed by Isaac Pitman & Sons as man- 
ager or teacher in the school which they 
then conducted in New York City. On 
this point we quote the following signifi- 
cant article from the Phonographic 
World (the organ of the National Short- 
hand Teachers’ Association) of May, 
1893 : 

CAN HE PROVE IT IN CONTEST? 

Isaac Pitman seems to be short of American indorse 
ments of his “Complete Phonographic Instructor” 
made up of old English plates) when he has to print 
in a recent number of the Phonetic Journal) a long 
ne from one of his own teachers, a certain W. L. 
Mason, of New York, who is a partner of Clarence 
Pitman in an Isaac Pitman shorthand school. 

Isaac Pitman must be hard up for people to scratch 
is back in this country, when, in order to create in 

sers for his works on this side of the Atlantic, he 
nds it necessary to insert in his own advertisement 
such a palpable falsehood as appears in the same in 
this issue of the World, that this same Mason (his 
wn teacher) is one of the very few reporters who 
ever succeeded in reporting the late Phillips Brooks 
verbatim 

Men who could write all around Mason never re- 

rted Phillips Brooks verbatim, and never could 
Such a statement reads well in an advertisement, but 
t would hardly stand in a speed test. We advise Mr. 
Mason to request Isaac Pitman & Sons to withdraw it. 


Three months later, in the July, 1903, 
issue, the Phonographic World made this 
severe comment: 


Mr. W. L. Mason, the Isaac 
very quiet regarding his published boast of being one 
of a very few American reporters who ever succeeded 
in reporting the late Phillips Brooks verbatim. Th« 
World has offered to pay him in cash to prove that 
he can even approach the fulfillment of the boast, and 
he has nothing to say He cannot do it, and he knows 
it, and the world of reporters who monthly read the 
Phonographic World now know that he cannot do it; 
so, having branded him as a braggart who cannot 
prove an ability he claims, we will let the matter rest 
and the advertisement in which it appears carry with 
it what strength (?) it may in the future. 


Pitman teacher, keeps 


Our readers may now judge for them 
selves the value of Mr. Mason’s lofty 
protestations of impartiality as regards 
Isaac Pitman Shorthand. 

It seems to us it would be in order 
for the school authorities of Santa Mon- 
suggest to Mr. Mason that he 
attention to the duties for 


ica to 
devote his 
which he is paid out of the public funds, 
and leave the publishers of his books, his 
former employers, to do what they can 
of modern 


to stay the onward 


ideas in shorthand. 


sweep 


A Woman Prosecutor 


tee AST month we published an an 
3 ~ nouncement of the appointment 
=" of state senator Carl A. Davis, 
former stenographer and writer of 
Gregg Shorthand, to a district judgeship 
Now here is a news 
our 


/ 


in Boise, Idaho. 
paper clipping about 
friends who is achieving marked dis- 


another of 


tinction in legal fields—a woman, too 


Miss Reah Whitehead, deputy prosecut 
ing attorney of Kings county, Washing 
ton. The clipping is from the New York 


American of January 14: 

Seattle, Wash., Jan. 13.—When Mrs. Ida M 
Anderson was arraigned before Justice of the Peace 
Brown to-day, charged with having interfered with a 
gas meter, the deputy prosecuting attorney, Miss 
Reah Whitehead, appeared to conduct the case 
against her Counsel for Mrs. Anderson demanded 
a woman jury, andthe request was granted 

Among the six jurywomen chosen was Mrs. Thomas 





332 THE GREGG 


WRITER 


FOR FEBRUARY 





Miles Poindex 
senatorship 


Murphine, wife 
ter’s combinatior 


manage! f 
United States 


Readers of this magazine will probably 
the 
about her work and training which Miss 
Whitehead contributed to the June, 1909, 
In the edi- 


recollect very interesting article 


issue of the Gregg Writer. 
torial comment that prefaced her article 
occurred this paragraph from a Chicago 
daily : 

Miss Reah Whitehead, who has 


ssistant prosecuting attorney 


appointed 

Kings county in 
when she decided to 
study law at a night school When she was finally 
admitted to practice she won her first case against 
the man from whom she used to take dictation. Her 
friends plan to ri her for prosecutor at the next 
election. 


According to the Seattle Post-Intelli 
Miss Whitehead is “the first 
woman who has ever held such a posi- 
this state, if there 
precedents anywhere for such an ap 
pointment.” 
which her knowledge of law has been 
Miss Whitehead the 
article above referred to: 

It gave a continually growing interest to work 
wise have long ago become dul! 
It has enabled me, in addition, t 
than I could possibly have 
grapher I should 
ike to suggest to young stenographers, just Starting 
ut in the world of work, that they endeavor to 
of activity in which they may 
learn; otherwise 
reach that point where 
nd nature, and they have 
no more heights t Then, as it is impossible 
» stand still, they will start down bn the other side 
f the hill and deteriorate into worn-out, nervous 


is-been” sten 


been 


Washington, was a stenographe 


gencer, 


tion in indeed are 


Speaking of the advantage 


to her, wrote, in 


vhich would other 


ind monotonous 


ommand a better salary 


‘ . . . 
eceived as a mere sten 


engage some line 


mstantly find something new to 


they will, soon later 
their work has become se 
climb 


graphers 

Miss Whitehead’s public triumphs in 
stenography date back as far as the Seat 
tle Exposition of 1897. In the Phono 
jraphic World of January, 1898, there 
was a lengthy article headed, “A Four 
teen- Year-Old Champion,” giving a pho 
tograph of Miss Whitehead 
shorthand blindfolded on the blackboard, 
together with a specimen of the writing 
the of the 
were: “Great Feat in Shorthand; a 
Blindfolded Girl Writes 110 Words a 
Minute; a Marvelous Performance.” 


writing 


Some of headlines article 


Miss Whitehead studied Gregg Short- 
hand under the instruction of Mr. Wal- 
ter Rasmussen, who was then in charge 
of the shorthand department of Wilson’s 
Modern Business College, Seattle. 

We have referred thus fully to this 
record of successful achievement in the 


hope that it would stimulate other writ 


ers of the system to more earnest prac 


tice and study, and more determined 
reaching after the really big prizes in 
whatever line of work they have entered 
upon. Miss Whitehead’s sex no doubt 


constituted a very real obstacle to her 


progress, even in broad-minded Wash 
ington State, but she found ways of sur- 
mounting that obstacle, just as any other 
earnest worker can find ways to over- 
come whatever obstacles interpose them 
The 
secret of her success was PREPAREDNESS 


selves between himself and success. 


and that is a secret that is free to any 
one who cares to make use of it! 


Editorial Brevities 

lt is with great regret that we learn of 
the death, on January 28, of Mr. Edwin 
McMurchy, secretary-treasurer of the 
Smith Premier Company 
Mr. McMurchy had been in the employ 
of the Smith 
twenty-one years, having begun as audi 


lypewriter 


Premier company for 


tor. In this capacity he traveled hun 
dreds of thousands of miles, both in this 
country and abroad, auditing books in 
the branch agencies, many of which were 
established by him 

Heartfelt sympathy is extended to the 
the 
which he served so long and faithfully 

Ss 

Mr. William B who for the 
past eight years has been principal of 
the commercial department of the Dun 
kirk High School, Dunkirk, N. Y., was 


bereaved family and to compan) 


Curtis, 
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of New 
will soon begin the 


admitted to the bar 
York Hle 


active practice of law in association with 


recently 


state 


one of the largest and most prosperous 
law in Dunkirk. 

Mr. Curtis’ defection from the teach- 
will mean a genuine loss to the 
profession, of most 
forceful and teachers. He 
has, moreover, the distinction of having 
been the first to introduce Gregg Short- 
hand into a public school in the state of 
New York. 
tended to him for ‘a parallel success in 


his new field of work. 
* * 


firms 


ing ranks 


as he is one our 


successful 


Every good wish is ex- 


* 

We have received a copy of “The Ed- 
ucation Office Gazette” of Queensland, 
Australia, for 1910, which 
ontains the following official announce- 


November, 


ment: 


at Cottece Section 


or SHORTHAND 


Tne Gre 


His Excellency the Governor, with the advice of the 


; SYSTEM 
I utive ¢ } pleased to approve that 
the Gregg System of Shorthand be added to the ap 
Instruction in Technical Colleges, 

i that endowment rate of 17s 6d per £ be 
paid toward the fees received from students attending 


classes in that su 


xe as beer 
ved Syllabus of 
at the 


bject 
SYLLABUS 

Stage I 

f the principles of 

Connective vowels 

ts. Phrasing compound words. Past 
Omissions of words in phrase 

Toined and disjoined prefixes and 

negative words Compound 

compounds Reporting 


ynstration 
motion 


Explanation and dem 
iregg Shorthand Curve 
Blended 

nse ot 
vriting. 
mxes 

ned prefixes Ir 


ntractions 


consonar 
wordsigns 
Figures 
Positive and 
regi lar 
k ‘Gregg Manual of Shorthand.” 
“Gregg Speed Practice.” 

“Letters from a Self-made Merchant t 
his Son.” .(In Gregg Shorthand.) 
“The Gregg Writer”—Monthly 

II 


words a minute and upwards. 


Stage 
Eighty 
a 


* * 


Teachers: Don’t hesitate to ask for 
September dating on your students’ sub- 
criptions. There is a large enough 
tock of the early numbers of the vol- 
ime on hand to supply everybody. 
Profiting by the experience of past years, 


ve ordered an extra large edition of the 


ER FOR FEBRUAR) 


first tour issues and are therefore not 


likely to run short for some time to 


come 


The Father of Modern Shorthand 


[ is a singular anomaly that, al 
hundred 
the 
death of Timothy Bright, whose quaint- 


though nearly three 


years have passed since 
ly-styled “Characterie” was the prototype 
of all our modern shorthand schemes, no 
adequate life of the old doctor has yet 
appeared. 

He is now to receive tardy recognition 
by the publication of a detailed account 
of his eventful career from the pen of 
Mr. Wm. J. Carlton, of London, Eng 
land, whose researches have brought to 
light a number of new and highly inter- 
esting facts concerning the Elizabethan 
“doctor of phisicke” and his “new sprong 
ympe.”’ 

The places of Bright’s birth and burial 
are definitely fixed for the first time. The 
title of, and copious extracts from, his 
earliest (hitherto unknown) ; the 
location of a second copy of his famous 
‘‘Characterie ;” his experiences as physi- 
cian of, and eventual dismissal from, St. 


work 


3artholomew’s Hospital; his first curacy 
in London; his squabbles with his York- 
shire parishioners—these are only a few 
of the topics dealt with in Mr. Carlton’s 
book, which will correct many errors of 
previous writers and settle some disputed 
points. 

The book 200 
pages, fully illustrated by photographs 
and facsimiles, with pedigree and bibli- 
ography; and will be published by Mr. 
Elliot Stock, 62 Paternoster Row, Lon 
As only a limited number of copies 


will consist of over 


don. 
is being printed, every stenographer 
should at once make certain of getting’ 


his copy. 
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Report of the Fifth Convention of the Gregg Shorthand Associa- 
tion of America 
Chicago, August 1-5, 1910 


(Concluded from the December issue) 


Psychology and Shorthand 

AHERE was a great deal of inter- 
ested and interesting discussion 
following Mr. Hadley’s thought- 
ful paper on “The Psychological Side of 
Teaching Shorthand,” in the course of 
which he on the board what he 
called “the progress curve.” This line 
of progress begins with a fairly long line 
slanting upward rather sharply, designed 
to represent the student’s 
rapid gain in speed up to a certain point; 
then the line is horizontal for a space, 
then up again, and then horizontal for a 
longer period—the upward line becoming 
always shorter and the horizontal always 
longer. Real gains, however, are being 
made during the periods when the stu- 
dent is apparently standing still—which 
is in line with Professor James’s famous 
remark that “we learn to swim in the 

winter and to skate in the summer.” 
Mr. Hadley also made the statement 
that it requires more effort to raise the 
rate of writing beyond 125 words per 
minute than is required to develop a 
speed of 100 words per minute, and that 
to raise the speed to 150 words the writer 


drew 


graphically 


must use the square or the cube of the 
effort represented by a speed of 125 
words. 

Commenting on this truth, Mr. Gregg 
declared that it is of supreme importance 
for teachers to understand the curves and 
to make their students realize that their 
seeming lack of progress, after certain 
speeds have been attained, is unavoid- 
able, because due to natural causes. Such 
a comprehension of the natural law on 
the part of both teacher and student will 
effectually prevent discouragement, so 
that no student will ever say hopelessly, 
“T have reached my limit.” 

Mr. Hadley, on being asked to recom- 
mend several good works on psychology, 
mentioned Professor Judd’s “Psychol- 
ogy,” which he said would probably be 
Professar 


the easiest to begin upon; 


James’s “Psychology,” in two volumes, 


very thorough and somewhat more diff- 


cult than the other; and Baldwin's 
“Mental Development,” which he ad- 
vised prospective readers to leave to the 
last, as its use of terms is exceedingly 


technical. 


Friday, August 5, 10:00 a.m. 


Thursday morning was taken up by 
the Teachers’ Medal Contest, and Thurs- 
day afternoon by the complimentary out- 
ing in Forest Park, tendered by the Rem- 
ington Typewriter Company, both of 
which features have already been fully 
reported in these columns. 

The program of Friday morning was 
high-speed blackboard 
Gurtler, 


opened with a 
demonstration by Mr. F. H. 


which was followed by the Question 
Box. It is regrettable that no report can 
do justice to either of these interesting 
numbers. 


Enthusiasm and the Teacher 
Mr. F. M. Evans, the genial secretary 
of the Smith Premier Typewriter Com 
pany, here paid a hearty tribute to the 
enthusiasm manifested by those attend 
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ing the convention, and said he wished 
the 


quality of enthusiasm in their sales de- 


it were possible to dévelop same 
partment. 

Mr. Gregg requested that the Associa- 

tion be favored with a few words from 

Mr. R. H. Peck, of 

Davenport, lowa, whose 

helpful talk of the year 

before on the subject of 

still 

minds of 


“Enthusiasm” 
fresh in the 
of the teachers 
Mr. Peck’s di- 
manner 


was 


many 
present. 
rect, forceful 
if presenting his ideas makes him an 
unusually interesting speaker to listen 
to, and his long experience in the field 


of commercial education gives added 


weight to everything he says. Discuss- 


ing the subject of teaching methods, he 
spoke as follows: 


There is just one sort of teacher that needs schemes, 
from those who are full of them, and that 
s the teacher who hasn't any I place the teacher 
above the method Give an enthusiastic, live, wide- 
awake teacher almost any kind of a method that she 
believes in, and she will take care of her department 
= oe FF teach isn’t in 


plans, etc., 


e one best way to 


Friday, August 


The Right Beginning in Typewriting 
Mr. Raymond P. Kelley opened the 
suggesting two 
“Do, you do 


typewriting session by 
questions for discussion: 
anything in the way of finger gymnas- 
tics?” and, ‘“‘While the rack behind the 
typewriter is valuable, should not pupils 
be accustomed to working under office 
conditions? A great many operators, as 
you know, are not supplied with copy- 
holders.” Mrs. Ida McL. Cutler, of Du- 
buque, lowa, answered the second ques- 
tion most emphatically by saying that she 
personally objects seriously to a side eye- 
strain, and that she insists on having the 
copy directly in front of the typist. In 
regard to the first point, she said that in 


existence The best for 
some sort 
ou can wor? 
fellow’s pla 
yourself, and don't be 
viduality to 


rhe 


over to the autocratic mercies of the pho 


assert itselil 


convention was then delivered 


tographers who had 


been engaged by the 
Smith 


writer 


Premier Type 
Company to se 
cure a photo- 
graph. 


graph 


group 
This 


reproduced 


photo- 
was 
in greatly reduced form » te Bese 
in our August issue. In- 

dividual copies were mailed, through the 


courtesy of the Smith Premier Company, 


to every member of the Association. 


After the smoke had cleared away, the 
contest for the Gregg Trophy was begun, 
but.as this was described in full in the 
August number it is not necessary to 
repeat the details. The contestants re- 
tired to the transcribing room at 12:30, 
when the convention adjourned for the 


noon recess 


5, 2:30 p. m. 


her teaching she emphasizes particularly 
the necessity for maintaining a correct 
natural curve to the fingers, and does not 
allow the student to hold the fingers in a 
stiff, tense position. 

Miss Jessie Davidson, of Kansas City, 
Mo., took up Mr. Kelley’s second point 
by saying that she believes strongly in 
teaching under actual office conditions. 
She employs typewriters with lettered 
neither keyboard 
Proceeding, 


uses 
copyholders. 


keyboards and 
shields 
she said: 


nor 


I think the students must be taught relaxation 
taught to hold the fingers in a relaxed,’curved posi 
tion. The student has also a tendency to rest the 
finger before and after striking the key; he should 
be taught to save motion by simply striking the key 
and then releasing it and striking the next 
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all the help possible in the be 
theory that he 
I give him constant 
rst three 
am 
poor 


I give the student 
ginning; I believer 
must do everything for himself 
personal supervision for at least the f 
and individual help outside of class. I willing 
to accept imperfect even fairly work 
the first day, as I think the position of the hand and 
the attitude of the mind of more importance than the 
copy. After the first few days, however, I require 
work 


am not a in the 


days, 


copies 


pertect 
Commenting on this matter of requir 

ing absolutely perfect copies, Mr. Walter 

Rasmussen, of St. Paul, Minn., said: 


We get as much as we can. I do not believe that 
one can profitably require perfect work, from every 
student—it is too discouraging. If the teacher gets 
the best work that is possible out of every pupil, he 
is doing the best he can. One student’s paper con- 
taining five or six mistakes may represent just as 
much effort as a perfect paper from a more competent 
student. 

The Finishing Touches 

Mr. SoRelle summed up the require- 
ments of a “finished” operator as fol- 
lows: 

The student who is ready to graduate should 
able to write at a fair rate of speed with almost pe: 
fect accuracy. He should know the typewriter from 
top to bottom—have made a study of the mechanics 
of the machine. He should know the proper letter- 
forms, and be able to gauge the length of the letter 
from his shorthand notes. He should know all the 
rules used by printers governing the arrangement of 
matter. He should know when to use figures and 
when to spell out numbers, as well as all similar 
details. Having this ability, and with a copying speed 
of 40 to 50 words a minute, with reasonable accuracy, 
the student is fit to go out into a business position. 


Mrs. Marcella Lang, Joplin, Mo., com- 
plained that the work students do in 
transcribing their shorthand notes is not, 
as a rule, up to the grade of their work 
in copying or in typewrifing from direct 
dictation, and asked for suggestions on 
how to overcome this condition of things. 
Mr. SoRelle in his reply traced the diff- 
culty to two sources: first, to the fact 
that students try to transcribe word by 
word without reading ahead to get the 
sense of the entire sentence; second, to 
the fact that few students are in the 
habit of putting in the periods when tak- 
ing dictation. He suggested that the 
teacher combat the latter tendency by 
making a practice in the beginning of 
dictating periods and other terminal 
punctuation marks. 

The question, 


be 


correlate the 


“How 


work in ‘Rational Typewriting’ and the 
Manual?” was asked by Mr. J. D. Hen 
derson. Mr. SoRelle answered that with 
a high school class the aim should be to 
conplete the typewriting work through 
Business Correspondence in the first se 
mester, at the same time finishing the 
first time through the Manual; during 
the remainder of the year the students 
should finish the typewriting book, re 
view the shorthand Manual, and take in 
addition some work in “Gregg Speed 
Practice.” Mr. John M 
Hill, Oklahoma City, 
Okla., said that his 
the two 
correlated 
ly, a regular 
being displayed 
shows exactly what les- 
son in typewriting the 
student must reach before 
allowed to go on with his shorthand. 
Referring back to Mrs. Lang’s remark 
about the inferiority of transcription as 
compared with other work turned out by 
the student, Mr. Kelley suggested the 
advisability of giving more drill in tran- 
scribing, saying that students need more 


in 
school studies 
are absolute- 
schedule 

which 


Ino. M. Hit 


he will be 


practice in co-ordinating shorthand and 
typewriting than they ordinarily receive. 
The following suggestion was offered by 
Mr. Rasmussen for securing the neces- 
sary additional drill while maintaining 
the interest of the student: 


Dictate a ‘short letter and require an immediate 
transcript—a perfect transcript—standing right over 
the pupil while he gets it out. A few days of this 
sort of drill invariably effects a wondérful improve- 
ment in the quality of the transcripts. Then after a 
few days begin dictating letters offhand, just as a 
business man dictates, making an occasional inten 
tional mistake for the student to correct. Make the 
dictation as “real” as possible, imitating the business 
man’s style. 


Mr. G. W. Brown, of Peoria and 
everywhere, touched in his characteris- 
tic way on the student’s difficulty in put- 
ting shorthand and typewriting together : 
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! wressure, the anxiety, the nervous 
ness, that seize the pupil—he feels that he is making 
The same thing is true in longhand writing 
who has taught students in longhand 
long they have got to drill to do anything 

The difficulty can only be 
practice, until they cease to 
become writing under such circum 
stances always feel a great sym 
pathy for the boy or girl who goes out to try for a 
position for the first time. Unless the business man 
nows something of the conditions, he is not going 
to be able to tell very much about the applicant’s 
work. 

Now, I want to touch on another thing: Mr. 
SoRelle said that in school we do not allow students 
to erase But they always do it in business! In 

her words, we are going to keep up the fiction that 
there is a Santa Claus, and afterward they will find 
and then they'll bless our memo 
Why don’t you allow 


It is the menta I 
s record 
Anybody 
knows how 
at all under 
yvercome by constant 

“rattled” when 


yo - © '% 


here 


pressure 


t there isn’t any, 
es forever for lying to them! 
r pupils to erase 


lo this Mr. SoRelle replied that if we 


allow students to erase in school they 
get into bad habits and will never be able 
On the other hand, 


a high 


to develop accuracy. 
if students are trained toward 
ideal in school, they will adopt that ideal 
and approach perfect accuracy more 
closely than if a lower standard were 
held before them. 


Typewriting Demonstration 


Mr. Parker Woodson and Mr. Harold 
H. Smith, operators for the Remington 


[Typewriter Company, then gave a most 
interesting demonstration in high-speed 
Mr. Smith opened the ex- 
hibition by taking down in shorthand a 
letter of 64 words and immediately mak- 
the typewriter. 


typewriting. 


ing a transcription on 
Che dictating was done in half a minute 
and the transcribing in one minute and 
This was followed by a 
copying test in which Mr. 
words in a minute with 
106 words with 


twenty seconds. 
Woodson 
wrote 77 two 
errors, and Mr. Smith 
three errors. Mr. Kelley then gave his 
demonstrators some matter printed in 
French to transcribe. He explained this 
by saying that the recipe for rapid op- 
erating is, “Keep the carriage moving,” 
that it is hesitation that brings down the 
speed and not the slow hand nor the slow 
mind, and that to enforce concentration 


there is no better practice material than 
matter printed in a foreign language with 
which the operator is not familiar. On 
this test Mr. Woodson wrote 68 words 
a minute and Mr. Smith 81 words. To 
demonstrate to what extent typewriting 
must become automatic, the two boys 
were then required to carry on a conver- 
sation between themselves while copying 
from a newspaper—a feat which they 
accomplished with all possible credit, Mr. 
Woodson attaining a speed of 79 words 
Smith that of 96 
demonstration con 


a minute, and Mr. 
The 


cluded by a one-minute memorized sen 


words. was 
tence test, in which 140 words were writ 
ten by Mr. Woodson and 186 words by 
Mr. Smith, in both cases without error. 

Mr. F. M. Evans, the 
Smith Premier 
then explained the machine he 
sents, bringing out the new features espe 
cially. He emphasized the downward 
motion of every part and called attention 


secretary of 
Typewriter Company, 
repre- 


to such points as the ribbon key, the re 
movable carriage, the rocking platen that 
facilitates erasures, the device for util 
izing the entire surface of the platen, the 
ball-bearings, etc 
Final Business 

After the announcement of the results 
of the two for the 
Medals and the Gregg Trophy, Mr. E. 
M. Sathre, chairman of the committee 


contests Teachers’ 


on finances, read the report of that body, 
through which it developed that the As- 
sociation was facing a very considerable 
deficit. The committee suggested as a 
means of relief that the membership fee 
be raised to $2.00 a year. The motion 
was made and carried that the report be 
adopted, but Mr. Gregg suggested as an 
amendment that the matter of increased 
fees be left to the discretion of the in- 
coming officers and the executive com- 
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mittee, the purpose being to ascertain 
through correspondence the attitude of 
both present and prospective members on 
He explained that the As- 
sociation came debt through the 
printing of the report of the preceding 
convention, which had cost in the neigh- 
borhood of five hundred dollars. 


this question. 
into 


The following officers were elected for 
the ensuing year: Hubert A. Hagar, 
president; E. M. Sathre, first vice-presi- 
dent; Nellie M. Collins, 


second vice 


president; Lilian M. Belfield, secretary 
treasurer. 

The decision as to the next place of 
meeting was left with the executive com 
mittee, and it is likely that the 1911 con 
vention will be held either in Chicago or 
in some nearby resort offering an oppor 
tunity for combining the benefits of the 
convention with the pleasures of a sum 
mer outing. 

After a short Question Box session 
the Association adjourned until 1911. 


The Roll of Honor for Last Year 


HE Roll of Honor for the year 

1909-1910 is a most honorable 

record, but from all indications 
it is going to be far outclassed next year. 
The teachers who had not already sent 
in clubs this season responded nobly 
in most cases to the call for “more co- 
operation” that went out early in Jan- 
uary, and hundreds of new names have 
been added to the subscription list. If 
that spirit of “boosting” were carried 
through the year we should soon reach 
the 50,000 figure 
marks our present goal. 

Not all those entitled to representation 
in this month’s installment are included 
in our Portrait Gallery, many not having 
recent photographs to send us for this 


circulation which 


purpose. Those omitted are the follow- 
ing: Mr. R. V. Temming, Central State 
Normal School, Edmond, Okla., 27 sub 

Miss Charlotte Van Der 
Veen, Joliet Township High School, 
Joliet, Ill., 25 subscriptions; Mr. Arthur 
Thompson, Bettinger’s Insti 
tute, Lockport, N. Y., 25 subscriptions ; 
Mr. Robert Deardorf, Great Falls Com- 
mercial College, Great Falls, Mont., 24 
Mr. A. G. Crane, Super- 


scriptions ; 


Business 


subscriptions ; 


intendent of Schools, Jamestown, N 
Dak., 24 subscriptions; Miss Mary E 
Baird, formerly with the San Francisco 
Business College, but now teaching in 
the East Auburn High School, East Au 
burn, Calif., 23 subscriptions ; Miss Jes 
sie Caldwell, East Aurora High School, 
Aurora, Ill., 2 Miss 
Lawday Young, Brantford Business 
College, Brantford, Ont., 22 
tions, and Miss Bertha Smith, Brown’s 


Ill., 22 


3 subscriptions ; 
subscrip 
Business College, Cairo, sub 
scriptions. 

Don’t forget that the rate you secured 
on your original club will hold good for 
the the 
you send in a long list of names or only 
And also, don’t forget that 
we can still begin all subscriptions with 


remainder of season, whether 


one or two. 


the September number! 

We desire to call attention once more 
to the fact that this is mot the honor rec 
ord for the present season, but for the 
year beginning September, 1909, 
ending August, 1910. Frequently we re- 
ceive letters from teachers complaining 
that their current club was not recog 
nized in its proper place on the Roll; this 


and 


will explain the apparent omission. 
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cted by Lilian M. Belfield, Wabash 
uld be addressed 
ts 18 given each 


t best answer of the month. Subscribers may 


desire, but need not necessarily answer all the questions in any one number 
a separate sheet and signed with the full name and address 
must be in our hands by April 1, and will be 

questions to be answered in these c 


written on 
Answers to the questions in this issuc 
April number 


Filling in Addresses on Carbon Copies 


ESPONDING to the 


invitation 


in the December issue to sub- 


\ 

mit further discussions of ques- 
tion No. 7, Mr. L. E. Taylor, Youngs- 
town, Ohio, writes that he has personally 
used the plan of matching inserted ad- 
dresses on carbon copies by placing a 
narrow strip of carbon paper between 
the ribbon and the letterhead, and can 
usually fill in two lines before he finds 
it necessary to readjust the carbon strip 


He makes several other good sugges- 


tions bearing on carbon form letters, one 


of which we quote: 

Where the same form letter is to be written to let 
firms via the carbon copy route, the 
following plan affords a simple and rapid means of 

ng in the names and addresses.before beginning 

type the letter itself Before ‘placing the three 
etterheads and the carbons in the machine, slip a 
ither narrow piece of thin paper between the first 
sheet of carbon and the second letterhead, and an- 
her between the second carbon sheet and the third 
tterhead, so that when the address is written on 
print through onto the 


S say, three 


rst sheet it will not 

er sheets 
Proceed to write the first address on the top sheet, 
ind then turn the platen until the piece of paper 
first sheet of carbon and the second let 
Now turn the paper back 
its original position, place the strip of thin paper 
und write the second address. This 
learly on the second letterhead, but 


etween the 
terhead can be removed 
ver the ribbor 

be printed 
tt on the first, on ] of the strip of paper over 
the ribbon, nor on the third n account of the inte: 

ng slip of paper 

Repeat the performance f 
paper from 
letterhead and inserting it be 


the third address, first 


emoving the thin between the second 


irhbon and the third 


Ave., Chicago, to whom all 


month for the best answer received an each 
send in answers to as many of the 


Su Ohe 
Sign Of Ghe 
Question Mark 


ommunications for this 


question, and an additional 
juestions as they 
Each answer should be 
of the contributor 

published in 


lumns 


tween the first carbon and the second letterhead 
ow remove the thin paper covering the ribbon, and 
iso the slip between the first carbon and the second 

| eed with the typing of the letter 


letterhead, and pr 


The Typewriter and Good Form 


16. Is it considered bad form for a lady, in cor 
responding with a doctor about professional services, 
n writing on any other matter of a purely business 
letters on the typewriter? Also, 
considered correct to use the 
correspondence? 


nature, to write her 
to what extent is it 
typewriter for ] 


socia 

In view of the frequency with which 
we hear this subject discussed nowadays, 
it strikes us as somewhat strange that 


only ten answers should have been sent 
Of these ten, two 


in to this question. 
come to no definite conclusion regarding 
the propriety of employing a typewriter 
for purely social correspondence, but a 
careful canvass of the other eight an 
swers shows four labeling the practice 
“bad without modification, three 
considering it permissible according to 
present-day standards, and one taking 
refuge behind a convenient “That de 
This, it will be seen, gives a 
conservative 
which is best set forth in the 
Mr. O. W. Campbell, Atch 


ison, Kansas, to whom the prize is ac 


form” 


pends.” 
slight advantage to the 
view, 


answer of 


cordingly adjudged 
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primarily for business purposes 
such use of it cannot be consid 


The typewriter is 
ind, of course, any 
ered bad form 

As to its use in social correspondence, so long as 
it does not overstep the bounds of purely formal social 
communication, its use could not be considered incor 
rect. A typewritten acknowledgment of an entirely 
formal invitation is not any different in fact from 
the printed invitation usually used. Typewriters with 
script and other styles of type are used very widely 
by social secretaries for the carrying-on of formal 
communication. 

Where social correspondence is not entirely formal 
the typewriter should not be used, especially where 
the correspondence is intimate. The object of such 
is the exchange of those personal con- 
which do not have in them anything of a 
commercial or formal character. It may very prop- 
erly be considered a when one receives 
such a letter written on the typewriter, for your cor 
respondent has made use of a commercial expedient 
for a purpose of which the true spirit—willingness to 
expend, for the sake of the attachment existing, the 
personal effort and time necessary for the writing of 
is entirely foreign to commercial 


correspondence 
fidences 


discourtesy 


the letter by hand 


ism 
Further given to Mr. 


Campbell’s last assertion by Mr. Leo J. 


emphasis is 


Lanning, Trenton, N. J., who says: 

For a personal letter from one friend to another 
a typewritten letter is too cold and formal. Such a 
communication should radiate with warmth and cor 
diality, and should not be transmitted through cold 
type, but in the handwriting of the sender 


As a number of our readers point out, 
the principal objection to the typewritten 
social letter is the fact that it is open to 
the suspicion of having passed through 


the hands of a third person. Mr. Joseph 


Jakeman, Liverpool, England, remarks: 

If a man at ‘his office sends his wife or fiancée a 
typewritten letter, the inference is that his stenogra- 
pher has typed it to his dictation, and it is here where he 
breaks the laws of etiquette. There can be no differ- 
ting of a letter by a fountain pen 
or on a typewriter so long as a third person does not 
come between the writer and the recipient. It was on 
that society in the past hesitated in the 
typewriter for social 


ence between the wr 


this point 
adoption of the 
spondence 


general corre 


Several amusing anecdotes are related 
with reference to this possible “third 


person.” One of the most harrowing is 


contributed by the aforesaid Mr. Lan- 


ning: 

Sometime ago I heard of a young man in business 
who was accustomed to dictating his love letters to 
The recipient of these tender mis- 
sives was not aware of the fact that they passed 
through the hands of a third person, and remarked 
that her devoted correspondent was learning to oper 
ate the with consummate skill But the 
story is that the young lady who 
became the bride of 


his stenographer 


typewriter 
yest part of the 
typed the love letters eventually 
the dictator 


Mr. Robert F. Wilner, Philadelphia, is 
likewise prejudiced against the use of 
the typewriter “him-her” 
spondence. He observes: 

The clack of the typewriter and the ring of the bell 
at the end of each line are very disconcerting accom 
paniments to the gentle outpourings of a loving heart 

so they say. After the wedding, when wifey goes 
home for a visit, you can go back to the use of the 
typewriter—even dictate your letters to a stenographer, 
f you so desire Some readers may have been given 
such dictation; I have 


On the other hand, Mr. B. S. Barrett, 
of Brooklyn, New York, sings the praises 
of the typewriter as the proper medium 
even sentimental correspondence, 
and tells a tale of Mabel 
daily received her sweetheart’s letters 


for corre 


for 
one who 
without question or comment from Papa, 
because in distributing the mail he nat- 
urally assumed that those letters ad- 
dressed on the typewriter were business 
Mabel’s milliner 
this,” adds the 
a gor rd 


from 
“Now 
Barrett, ‘“‘is 


communications 
or dressmaker. 

incorrigible Mr. 
pointer for others similarly situated.” 
Nota bene. 

In the face of all these contradictory 
yet wholly reasonable opinions, we are 
led to wonder whether the reader who 
wrote “It all depends” did not, in truth, 
come as close to a satisfactory answer as 
it is possible to come. Mr. Wilner’s rule 
is: “Use the machine when you are sure 
that your correspondent will not object.” 
It cannot be disputed that a typewritten 
letter possesses advantages over the long 
hand epistle that would seem to be al 
most sufficient to justify a disregard of 

that 
The manu 
having for 


the sentimental are 


brought to bear against it. 


objections 
facturers of typewriters, 
many years concentrated their efforts on 
the commercial uses of the machine, are 
now conducting an energetic campaign 
for the more widespread use of typewrit 
ers in the home; and as their efforts meet 
with increasing there is little 
doubt that the typewritten letter will 


success 
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eventually become as much a matter of 
course in social correspondence as it now 
is in commercial correspondence. A sen- 
tence from the answer of Miss Edith 
M. Giffin, Sarnia, Ont., is pertinent in 
this connection: “Just as the all-power- 
ful ‘common usage’ has wrought changes 
in grammar, spelling, style, social and 
business customs, etc., I believe it will in 
time, if it has not already done so to a 
great extent, make it to type 
social letters.” 

Very interesting discussions of this 
question were also received from Har- 
riet M. Gebhardt, Little Falls, Minn.; 
Ray C. Gruhlke, Seattle; H. N. Shrop- 
shire, Camden, N. J., and Joy N. Tait, 
Nebraska City, Nebr. 


correct 


—— } \ 


=. 
Se 


Indenting the First Paragraph 


17. When the salutation is quite long, such as “My 
dear Mr. Southward,” or something similar, should 
the letter begin just under the colon, or should it be- 
gin at 10 on the scale, as usual? If the letter begins 
nder the colon, should all the paragraphs following 
start at the same point? 


A good deal of interest was displayed 
in this question. Sixteen answers were 
received in all, with the opinions divided 
as follows: Eleven in favor of begin- 
ning all paragraphs at either 5 or 10 on 
the scale; three in favor of beginning 
the first paragraph under the colon and 
the succeeding paragraphs at either 5 or 
10; one in favor of beginning all para- 
graphs under the colon; one insisting that 
it is “all a matter of taste,” and express- 
ing no particular preference. 

As the exponents of uniformity seem 
to be in the majority, we have selected 
the answer of Mr. R. H. Boyd, Minne- 
apolis, Minn., as embodying the most 
forceful and interesting exposition of the 


points at issue. He writes: 
All paragraphing should be uniform, but whether at 
10, some other point on the scale, appears to be 
matter that needs settling and standardizing—difi- 
ult to do, no doubt, owing to the varying customs 


of those who employ stenographers. The word custom 
as personal inquiry has shown that 
have any well-founded 


is used advisedly, 
but very few business men 
opinions on the subject 

The plan of indentation customary in many offices 

and even set forth in some text-books—harks back 
to the time of the pen and of script writing, when it 
was expedient to begin the body of the letter just 
below, and even with, the closing of the salutation, 
let it end where it might 

But all is changed in this, the age of the typewriter, 
when indentations are properly made “by touch,” 
which can be done accurately only by so many space 
impulses or indentation units from the left margin 
All agree that indentations should be five or some 
multiple of five—the unit of indentation being five 
spaces 

The only question, then, is this: Should the inden 
tation be at 5 or 10 on the scale; at one or two units? 
It goes without argument that 5 is preferable, as the 
difference would be a saving of time and a gain in 
speed of one word for every paragraph written 

The operator should strive for artistic appearance 
of the page and for rapid execution of the work. The 
one comprises harmony and accuracy; the other, intui 
tive decision. The one requires concord and well- 
balanced lines; the other, a repetition of like things 
in like manner, and all blended with the fewest man 
ual efforts. Each is dependent on the other, and the 
acquisition of either depends on the observance of 
both. 

Therefore, like lines should have like indentations 

Accuracy of indentation is secured by spacing in 
from left margin. 

A five-point indentation 
efforts than a ten-point. 

Consequently Indent first line of each paragraph 
hve points 


requires fewer manual 


Mr. Boyd’s argument in favor of a 
five-point indentation on the ground of 
a saving of time is well taken, although 
personally, and from the standpoint of 
artistic appearance merely, we much pre- 
fer paragraphing at 10 on the scale. Be- 
sides, most machines nowadays are 
equipped with the “tabulator key” that 
renders it possible to indent to any given 
point at the expense of merely one man- 
ual effort, thus enabling the operator to 
leave the matter of time practically out 
of the question. By the way, how many 
typists whose machines are not so 
equipped follow the plan of striking the 
space-bar with the right and left hands 
alternately, instead of making all five 
or all ten—strokes with the same hand? 
Try it this way—left-right-left-right- 
left—in double-quick time, and note the 
increased speed. There seems to be a 
sort of rhythmic swing about the alter 
nating stroke that makes for speed. It 
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was Mr 
Remington operator, who “placed us con- 
to this expedient, in the old 


Harold H. Smith, the expert 


tiguous” 
office days when we used to run type- 
writer races after closing hours; so if 
any of you happen not to have known 
about it before, and wish to make a bow 
in acknowledgment, it should be in Mr. 
Smith’s direction! 

But to return to our knitting, as the 
Ladies’ Aid Society would Say: The 
other side can adduce some well-sound- 
ing speed arguments, too. One of these 
is advanced by Mr. Eugene R. Woodson, 
who says: 

When the salutation is quite 
dear Mr. Southward,” some stenographers would begin 
the first paragraph of the letter just under the colon 
This is done as an aid to speed, and it is a plausible 
paragraphs commence at 
avoid the awkward pro 
ated evenly with the 


long, such as “My 


argument The succeeding 
10 on the scale, in order to 
cedure incident to getting them lo 


first paragraph 


And this is supplemented by the fol- 
lowing paragraph from the answer of 
Mr. Tait 

It is time-saving for the man who reads the letter 
if he can glance through the address and salutation 
ind go right ahead with his reading of the missive 
without having to make a jump from the end of the 
long salutation back to five or ten on the next line for 
the beginning the first paragrapl 


Mr. Gruhlke quotes a good authority 
in favor of an under-the-colon start 
and then hastens to disagree with it! 

I notice, in looking over a good deal of correspond 
ence from the United States Government, that the 
first paragraph is usually begun just below the colon, 
with the succeeding paragraphs at 15 instead of at 
10 on the scale I do not, however, believe that this 
s a good rule to follow, as it spoils the symmetry of 
the letter 


Special mention is due the following 


readers for exceptionally good discus 
sions: L. Gordon, Houston, Texas; | 
E. Taylor, Youngstown, Ohio; Anna E. 

A. E. Wolk, Elko, 
Brown, New West- 
minster, B. C.; E. L. Vossler, Sloan, 
N. Y.; Mary L. Musson, Louisiana, 
Mo.: Alex. Anderson, Kenton, Mich.; 
H. N. Shropshire, Leo J. : 
Barrett, and ©. W 


Jacobs, Ashland, Ky 
Nev.; Charles B 


Lanning, B. S. 


Campbell 


Railroad Stenographic Tests 


n for railroad offices to try 

yositions by a few minutes 
What is the average speed 
required in such cases? A short time ago I took suc! 
a test and, because of my extreme nervousness, failed 
to do myself justice As I mean to go back for a sec 
ond test and “make good,” I should like to know just 
what constitutes such a test in other railroad offices 


18. Is it the custor 
applicants for stenograp! 
test in rapid dictation? 


Only a few answers to this question 
came in, but they were sufficient to bring 
out the fact that custom in the matter of 
a preliminary test varies with railroad 
offices, just as it does with commercial 


houses. Some require a formal test from 


dictation, and others employ the stenog- 
rapher on trial for a week or more, judg- 
ing of his fitness for the place by the way 
in which he performs his share of the 


regular daily routine. Speaking from 


his own experience, Mr. Erwin Fischer, 
srooklyn, N. Y., offers the following 
discussion, which is the most complete 
and satisfactory received: 

Applying for a railroad position is exactly the sam« 
is applying for any other kind of a position. Every 
railroad office has a head man or “boss,” and he gen 
erally gives the test. Some men will dictate fast, while 
thers go fairly slowly 

When I applied for my present position, which is 
the office of the Pennsylvania Railroad, the head ma: 
realized that I was a little nervous and took this int 
consideration, first asking me whether I cared to take 
a test. He dictated to me at a fairly low rate of speed 
und gave me all the time I needed to transcribe th 
letter. At the present time I take dictation from fou 
clerks, and they go just as. fast as they know I can 
take the dictation—about 95 words per minute. How 
ever, there are other stenographers in the same offic 
who can write only about 70 words per minute, an 
they get along just as well as I do 

Don’t become discouraged just because you faile: 
the first time; you simply happened to get a man wh 
was a little inconsiderate. I am sure that if you tr 
again you will “make good;” your determination t 
succeed, and your previous experience in taking th 
test, will stand you in good stead 


The experience of Mr. A. E. Wolk 
Elko, Nev., has led him to a different 
opinion, which he explains in this way 


stenographer for seve 
various department 


Having been a railroad 
years and having worked in 
where I have come in contact with all kinds of n 
I will say that I have never yet come acr 
in which the applicant for a position ir 
office was first required to pass a test 

The speed required in railroad offices varies ac« 
ing to the individual dictators. I find that in som 
departments of the railroad the dictatior 
is not quite so complicated as 
and the consequence is that the men dictate fast 
The average speed re ed in railroad offices is ft 
100 to 125 words per minut ut I may add 


business 


ther de partments 





THE 


dictation 
anies is great« t being 

words px minute ur 
wever, depe Fr tirely 


the various departments 


Mr. 


made personal inquiry of railroad ofh 


Shropshire, who has evidently 


cials in his part of the country, con 
tributes the following statements 


“Applicants for stenographic positions are given a 
est in that branch, not necessarily at a rapid rate, 
ut more in order to bring out their proficiency and 
accuracy.”—Sup't Jers Division, Pennsylvania Rail 
road. 

“We do not 
stenographers 
ur usual routine work.” 
idelphia & Reading Railroad 


have a specific test when employing 
The applicant is given a trial covering 
Sup’t Jersey Division, Phil- 


“Nobody Else’s” or “Nobody's Else”? 
Which s the 


“nobody's else”? 


preferred form—‘‘nobody else's” 
Please discuss fully 


Che double tragedy in the life of this 
unfortunate question is thus unfeelingly 


‘ommented upon by Mr. Shropshire: 


*Twas at a meeting of the members of “At the Sign 

the Question Mark.” Routine business had been 
nished, and the chairman asked: 

“Would any one like to ask a question?” 

A member in the rear of the hall arose and said: 

‘Which is the preferred form—‘nobody else’s’ or 
‘nobody else’ ?”’ 

Immediately pandemonium reigned. The disturber 
was attacked from every quarter. Calls of “Soak 
1im!”’ came from the male members, while the suffra- 
gettes, being more merciful, contented themselves with 
calling, “Scratch his eyes out!” Finally he 
as rescued, and in an unconscious condition was 
aced in the ambulance which had been called. Order 
restored. While the members could 
hear the clatter of the ambulance and the sound 
its gong, the chairman stepped forward and asked 
Would any one another question?” 


merely 
as ma measure 
like to ask 
first mistake discov- 
December “Referred for 
assumed that it 


When the was 
ered, in the 
Answer” section, we 
was due to one of those apparently un- 
avoidable accidents on the press to which 
printing is subject, and let it pass with 
the resolve to set things aright the fol- 
lowing month. But when the paragraph 
n the January number, instead of cor- 
recting the blunder, simply rubbed it in 
more deeply, with all the hideous force 
f special emphasis, we came to the mel- 
ancholy conclusion that nothing but a 
ery fine brand of dire intention could 


ccount for the mishap. We are still 
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ondering whether “‘that printer” wanted 


to show his detestation of apologies, o 


merely his scorn of much finicky 
fussing over the niceties of speech! 


Almost 


readers took the typographical error for 


without exception, however, 
granted, and discussed the spirit of the 
rhe 


been 


question rather than its letter. 


answer to which the prize has 


G. McFarland, 
contributor 


awarded is that of Mr. J. 
Washington, Ind., a 
whom we take pleasure in welcoming to 
the Table Round. After some comment 
on the obvious mistake in the printing of 


new 


the question, he goes on to say 
Formerly only “‘nobod nsidered cor 
rect, but this and similar undergone a 
hange as to use, and now either form is permissible, 


y's else” was « 
phrases have 
although the weight of usage is in favor of “nobody 
else’s.”” It is doubtful whether, strictly speaking, the 
form “nobody else's” is correct, since “else” is an 
adjective and case inflection does not apply to adje 
tives. Nevertheless, nstant usage by good writers 
has established it as rrect, and the more logica 


“nobody’s else” is to-day rarely employed 


A very interesting discussion of this 
same point is taken from a back number 
of that authority, 
English : 


It is the ca 


body ’s € lse , 


excellent Correct 


reful speaker who errs saying “no 
Nobody else says “nobody's else,” fo 
everybody else says “nobody else’s.” The carefu 
speaker reads some nice little book on “What to Say 
and What Not to Say,” in which the author warns the 
reader to beware of the fallacy, “nobody else’s.” But 
everybody else who has t read “What to Say and 
What Not to Say’ tinues ay “nobody else’s,”’ 
instead of areful speaker 
feels as if he would like to buy a whole edition of 
“What to Say, etc.,”” and present a copy to each of 
his friends 

In the phrase “‘n 
adverb, becomes a 
object to “‘nobody 
adjective put im the possessive case, the 
possession must be indicated by “nobody.” This would 
be true were it not for the fact that the phrase “n 
body else” has a unitary meaning, and, in consequence, 
the possession must be and not by 
“nobody.” For the benefit of those w may have 
a lingering desire to cling t ‘nobody's else,” the 
following rule is given 

“The phrases anybody else, som lse, nobod 

se, etc., have a unitary meaning, as if one word, and 
properly take a possessive case (with the suffix at the 
end of the phrase); as, “this is somebody else's hat 
nobody else's children act so.”’ entury Dictionary 


Attention should be called to an ex 
ception in the case of the phrase “who 


“nobody's else,”” until the 


ordinarily at 
writers wh« 


else,”’ “else 
asi-adjective rhe 
else's” say that, inasmuch as an 


cannot be 


ndicated by “‘else”’ 


else,” the possessive form of which is 


always “whose else,” never “who else’s.’ 
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Creditable discussions were submitted 
by Mrs. J. P. Peterson, Humboldt, lowa; 
Julia Schutte, Chicago; Agnes Nelson, 
Chicago; Alex. Anderson, and B. S. Bar- 
rett. 


os 


Utility of Instruction in Commercial Law 


20. I should like to ask the opinion of other teach- 
ers, especially those who have made a more thorough 
study of law than is given in the commercial schools, 
in regard to the teaching of this subject. There had 
been no question in my mind as to the value of com- 
mercial law taught in high schools and business col- 
leges until I heard a lawyer make the statement that 
there are so many exceptions to the fundamental prin- 
ciples given in our text-books, and so many volumes 
covering these exceptions, that what the pupil learns 
along this line in a few months is of no value what- 
Is he justified in making this statement? 


ever. 
Only one answer having been received 
to this question, it is repeated in the hope 
that teachers will consider this a special 
and personal invitation to contribute an 
answer in time for. next month’s discus- 
sion. Do, please, speak your mind on 
this subject, if only to prove that there 
are some teachers who read this depart- 
ment, appearances notwithstanding! Of 
course you are busy, but couldn’t you 
manage somehow, just this once? 


The Best Answer 
Mr. Boyd’s answer to question No. 17 
seems to top the list in point of interest 
and general excellence, and the special 
prize of the month has therefore been 
awarded to him. 
TH 


Lb 
ry 


More Questions Wanted! 

No one seems to have paid much at- 
tention to that “Introductory Paragraph” 
on page 41 of the September issue, nor to 
the hint in the August number to the 
effect that questions of general interest— 
literary, historical, political, personal, etc. 

would in future be welcome, as well as 


the more specialized queries with which 
the department has always dealt. Please 
think up some good questions, or wake 
up and send in one or two of the many 
questions that are constantly cropping 
up in your mind but that you never take 
the time to jot down. 

If you think we need to broaden our 
discussions, to get out of the groove of 
things strictly stenographic, start the ball 
rolling with a general query of your 
own. If you would prefer to go on as 
we have been, confining ourselves to 
matters that pertain directly to our spe- 
cial interests as stenographers and typ- 
ists, indicate that preference by contrib- 
uting a few questions likely to bring out 
a good, rousing discussion. 

But, in any event, send in your ques- 
And make them specific—not so 
pages for 


tions! 
broad as to require several 
their adequate discussion. 


JS 
(= 
tf 


Referred for Answer 


26. Is there a shorthand typewriter that can d 
practical work? If so, has it any advantage ove 
shorthand written with the pen? 

27. Should a stenographer endeavor to master the 
operation of several different makes of typewriter, s 
as to be prepared for any change he may be require: 
to make, or should he specialize on one machine and 
devote all his energies to attaining expertness on t! 
particular model? 

28. Please advise as to the correct form: by and 
by, by and bye, bye and bye. Also, in the sentenc: 
“I do not’ know whether or no he will come with us 
would the phrase “‘whether or not” be preferable? 

29. Kindly discuss the punctuation of these se 
tences: “Will you kindly favor us with this info: 
mation? and oblige Yours very truly.” “Will y 
please send us a check by return mail, thereby great! 
obliging, Very truly yours.” 

30. What is Grimm’s Law of 
Consonants? 


the Interchange 


(2 
Don’t forget that if you order the 
magazine for two years you can have 
one of those handsome Gregg Pennants 
without charge. If you have ever seen 
one you will realize that this is a genuine 
bargain offer. 
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Ave., 


Detroit, Mich., to whom all communications f 





this depart 


Spring Schedule of Examinations 
Federal Service 


S announced on page 290 of the 
January Writer, the fed 


eral civil service commission is 


UrCUgdg 





obtain enough qualified ste 


fill 


in the classified 


unable t 


nographers to the many vacancies 


which occur service of 


the government \ series of examina 


tions for both stenographers and book 
keepers is announced by the commission, 
to be held at the places and on the dates 
schedule below. Examina 


given in the 


tions for stenographic positions are indi 


ated in the schedule by the letter “S, 
those for be okkeepers by the letter “B.”’ 
Unless otherwise stated, where the let 


ter “S” is used an applicant may take any 


me of the three forms of examination 


given to stenographers, viz. Stenogra 


pher only, typewriter only, or the com 
ned examination for stenographer and 
examina 


The bookkeeper 
the 


typewrite! 
dates 
March 8 


for Isthmian Canal positions (this exam 


tions will be given on same 


throughout the country, viz 


commission's 
as 4 ‘lerk, 


ination listed in the 


Manual of I-xaminations with 


hookkeeping as an optional subject), and 


positions in the Philippine Islands ; 


for 


and April 12 for positions in the Depart 
this the 
dates are not mentioned in the schedule, 
the letter “B” 


mental Service.. For reason 
immediately following the 
names of certain cities indicating that in 
these places the bookkeeper examinations 
will held the 


above. 


be on dates mentioned 


Places and Dates of Examinations 
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readers, vi Stenographer and Type 

vriter, held at the places and on the dates 
indicated in the foregoing schedule b 
he le 1 1 ' ; 

the letter “S nd Clerk, the latter con 
sisting of both basic and optional sub 
jects, enumerated th relative veight 


in the following paragraphs 


BASIC SUL BRIikK« . ‘ 
Le WW re 
P ( 
| 
} 
| t 
OPTIO \! SU RIT ~ 
s ie . elig t 
>} MORI . ~ 
gra i > Z y 
: 2 i ‘ g tests 
zg 2 
ghts 
I ed 
‘ 
I 5 \I 
I t N ) Vas rf 
eu ‘) { i ~ Pa ~ 
S B Z 
t epe exa 
« » : : 
R ! x ‘ 
‘ 
ip ‘ 
‘sel 5 . 
I 2 ' t 
. - 
} | . 
i i i 
in elig k 2 
7 . ; ts 
- 
_ ‘ “4 _ _ 
S y ie ve 
s ( 
z vi 
2 
jects I 


Bookkeeper Examinations 
HI RE are three classes of posi 


tions for bookkeepers, depend 





ent upon the service for which 


they are examined he examination 


for the Isthmian Canal positions is the 
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easiest, that for the Departmental ser 


ice the next in order of difficulty, and 


for positions in the Philippine 


the one 


Islands the most difficult. That for 


Isthmian Canal positions has already 


been described, except for the practical 
tests, which are as follows 


PRACTICE OF BOOKKEEPING 


The first exe 1s ! 1 weight 


second exercise a 


INSTRU( 
necessar 


fransact 


March 1, 
with the following 
$7,800; cash 
real estate, $9,7 
$2,360; a note giv 
due in six m 
present worth, $ 
His liabilities wer in account due John Wes 
$2,976; a note for $900 due Arthur Moore, accrued 
interest to date $27.50; an acceptance at filteen days 
for $840, dated February 15 1905 
by Abraham Naylor in favor of Joseph Kemp 
March 
$5,400 Gave 
est, $90, incl 
Balance o1 account 
March 6 Sold to 
$2,600 
tioned in liabilities, $84 
cal Bank 1 
March 13 


terest in the 


drawn upon hin 


Bought of Jor ros., me 
payment i 


uded in tace 


Received in 


balance 
Morris sold to 
business for $13, 
the difference between this v 
ind the valuati 
good will 

March 18. Sent ' tros. a dri 
ight drawn by us William Rose 
Jones Bros Face of draft, $60 

Marcl Bought of James Wilson, 
$2,400 (ave in payment his 
sources. Face of note, $1,287.50; 
$1,254.87 Balance n account 

March Sold Jarvis & Co., merchandise, 
Received in payment a sight exchange 
New York a 


ote at twenty 


te 


$3,601 
$800 
epted at '§ per cent premium l 
days for balance 

March Paid by check on Cit 
due Arthur Moore mentioned 
ote, $90( rued interest to date, $ 

March 


note at si nonths, and received 


), discount $ 


in liabilities 


ounted at the Citizens’ 


credit 


arles Marti: 


$5 400) re 


merchandise 
Bank, $4,780.2 


interest 


e€ competit 
Bookkeeper— Philippine Service 


rhe following are the subjects of th 
examination for this position, with rela 
tive weights: 


Spelling 


W riting, 


Bookkeeper—Departmental Service 


In the examination for positions in thx 
Departmental Service the subjects and 
relative weights are as follows 


Spelling, | Arit 


Ma 


Age Limits, Etc. 


for the Departmental Service bot! 
| 


men and women are eligible, the ag: 
limits being 18 years or over, except 1 
where the maximun 


or the Isthmiat 


the Indian Service, 
age 1S set at oU years 


Canal Service and Philippine Servic: 


men only are eligible, because of thx 


climatic conditions. The age limit fe 
the Philippines is from 18 to 40, and fi 
the Isthmus is from 20 to 45, except f 
applicants taking the optional subject « 
timekeeping experience, who must not | 
over 40. 

How to Obtain Applications 


Requests for application blanks 


to “U. S. Civil Service Commiss! 
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Washington, D (preferably on 


cards will 


tention. For 


post receive prompt at 

examina 
for 
Departmental and Isthmian Canal serv- 
302 and 2 for the Phil- 


he iT hx “ kkeey eT eCxXaln 


stenographic 


tions, ask for fornas 302 and 304 


ices, and forms 
ippine service 

inations, ask for forms 2 and 302 for the 
Philippine service; forms 302 and 304 
for the Departmental service, and forms 
302 1312 for the Canal 


and Isthmian 


service. 


Chere are over 350,000 pe sitions inthe 
classified civil service, two-thirds of them 
filled by competitive examination 

<< 
Civil Service Jottings 
Gii attention ft fhe s ess ; mers < 


i rwera \ mont he d fer 7 the got 


ment sere 
Mr. Harry 5. 


writes 


Silversteen, of Provi- 
the editor. of 


department that he has 


dence, R. [., this 


been appointed to a 
stenographic position in 
the Office of Finance, 
Bureau of Indian Af 
Washington, D. 
Office 
the In- 


fairs, 
C. The Indian 


H. S. SILVERSTEEN Is a branch of 


terior Department, and 
Mr. Silversteen’s opportunities for ad 


vancement and self-improvement are 
excellent. 


Mr. took the 


stenographic and typewriting examina- 


Silversteen combined 
tion on April 2 and received his grades 
on May 22. After being certified to 
several different places, he was appointed 
on October 31 to his present position, at 


His 


excellent training in shorthand and type 


an entrance salary of $900 a year. 


writing, which was received at the Rhode 


Island 
enabled him to 
SO and 140 


given in the examination, 


Commercial School, Providence 


take without difficulty the 


words-a-minute dictations 


Mr 


newest appointees to a sovernment posi 


Raymond Tatro is one of the 
tion in Washington, having taken up his 
work there on January 9 of this year. 

He began the study of shorthand and 
typewriting during his senior year at the 
School, Seattle, Wash., 
with the idea of prepar 


Lincoln High 
ing himself to take lec 


ture notes as he was 


planning to attend the 
University of Washing 
ton the following year. 
Returning home from a 
vacation trip east, how memset Whi 
ever, he stopped off at 


Chicago to visit the offices of the 
Gregg Publishing Company, with the re 
sult that he accepted an offer of tw: 
work in the 


return to 


months’ temporary steno 


graphic department. On his 
Seattle he decided 


ness at least for a time, and held several 


to continue in busi 

gt vod positions, with each change better 

ing his condition 
On October 25, latro took 


at Seattle 


1910, Mr. 
the Civil Service examination 


On December | he received his grades, 


and a short time later an offer of ap 
pointment to a position with the Inter 
Commission at Wash 


All in all, 
Mr. Tatro, who is but twenty years old, 


state Commerce 


ington, which was accepted 


has been doing stenographic work for 
only one year and four months, during 
which time he has very nearly tripled 
the salary he received in his first position 
That is a record to be proud of, and we 
Mr. Tatro a the 


ratio of increase! 


wish continuation of 
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An Ohio Woman Reporter 


HIS month, for the first time 
since the department was regu 
larly established, we are present 

ing a specimen from the notebook of a 

But that is 


the 


not 


of 


yvoman court re pt rter 
to 


women in the profession! 


by any means due scarcity 


In the city 
1f Chicago there is a local association 


Asso 


iation; out of about one hundred mem 


alled the Chicago Law Reporters’ 


ers, one-third are women, and we pre 
sume this ratio would hold good 
clsewhere 

Miss I:tthel M. Herrick, the 
subject of this sketch, is the of 
for the 


Pleas courts, 


ficial reporter Circuit 


nd Common with 
veadquarters at Findlay, Ohio 
Like some of the reporters pre 
mentioned in_ this 
Miss Herrick’s ex 

commercial work 
field 


iously de 


Eruet M 
partment, 
rerience in before 


entering the was some 
hat She began the study of 
shorthand in the fall of 1904, under the 
Mr. I. 
it that time in charge of Yocum’s School 


the 


reporting 
limited 


lirection of S. Sunday, who was 


f Business at Findlay. Early in 
pring of 1905 she accepted a position in 
he office of a local paint company, re 
aining there for a period of six months 
She was next employed for a time in a 


iw Office, and in August, 1906, accepted 


position as assistant to the official re 


orter for Hancock County, continuing 
n that capacity until November 14, 1910, 
hen she was appointed the official. In 
e meantime, Miss Herrick has reported 
ses in several of the neighboring coun 


es, as well as a number of conventions. 


\s 


the entire time spent by Miss Herri 


Irom the toregoing 


k at 


will be seen 
office work after leaving school did not 


amount to much more than a year. It is 
not so much prolonged experience in gen 
eral lines that helps the stenographer into 
a court reporting position, as it is mak 
ing up his mind to become a reporter, and 
then bending every energy toward achie\ 
ing that ambition in the shortest possible 
It is he that maps out his cours« 
to the 


wins distinction early 


time 


and then goes straight 


goal, who 
in life. 


Different reporters write dif 


ferent styles of notes, just as 


longhand writers differ in the 


thei 
of 


characteristics of long 
Che Miss 


Herrick’s notes presented here 


hand. specimen 


HERRICK 


with was taken from a will 


case which she reported the last term 
of will be that 


the notes are evenly spaced and uniform 


court It observed 
in size, indicating, for one thing, good 
control of the hand The outlines for 
the most part show excellent movement 
Note the thin, tapering line at the termin 
Some will find con 
that Miss Herrick 
extensively Oth 
that 
xcept by the employ 
find 


The notes 


ation of the strokes 
solation in the fact 
does not phrase very 
who have contended 


ers reporting 


cannot be done « 
ment of special court phrases, will 
an answer in this specimen. 
prove that expert reporting can be done 
by writing the words singly and as fully 
as they are written in the text-book 

We may draw these conclusions fron 


Miss Herrick’s notes for the benefit of 
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our future practice; that we should cul- 
tivate a light touch; that the spacing be- 
tween outlines should be regular; that 
of 
and that we should always bear in mind 


our notes should be uniform size: 


the importance of the “get-away stroke.” 
We note with interest that Miss Her 
rick uses the end-opening style of note- 


book. 
in this department to widely different 


We are glad to give consideration 


customs in the way of notes and materi- 
als. Since we are all differently consti- 
tuted, an idea that one rejects entirely 
may be just the thing that will appeal to 
another ; and so we shall all be benefited 
and interested by this general exchange 
of ideas. 

Besides affording an opportunity for 
comparison of outlines and special ex- 
pedients, it is an inspiration to young 
writers to see the reproduction of actual 
notes in these columns. We hope, there- 
that t 
of modesty among reporters—at least so 


fore, he highly developed quality 
far as concerns the sending in of speci- 
will soon disappear, so that we 
to 


mens 


may be enabled present specimens 
more frequently) 

The readers of this department unite 
in wishing Miss Herrick success in her 
new position. 

ak 
CH 


Original Reporting Methods 





BPTNESS and alertness are 
among the general qualifica 
tions of the successful short 

hand writer. A great many workers 


fail to reach the envied goal because 
they do not realize the nnportance of re- 
sponding to the demands of their work 
to the fullest extent of their capacity. 
Precedent should not be relied upon if 
the demands of the occasion can be more 
quickly and fully met by creating a prece 


lhe reporter who can 


dent of your own. 


deliver an accurate transcript more 


promptly than his fellows has a personal 
The original manner in which the 
the 


value. 


speeches referred to in following 


clipping were reported will certainly ap- 
peal to you, and may offer a helpful sug 
gestion for handling your own work. 


rhe problem of stenographically 


of open-air meetings and furnishing transcript in time 
for the newspapers has been solved successfully in a 
most spectacular and exciting manner. William Gold 


reporting a Series 


burg, secretary, manager of the State Law Stenog 
raphers, who had direct charge of the stenographi 
reporting of Col. Roosevelt's speeches through the 
campaign, planned this new method of reporting out 
door speeches 

A limousine car was fitted up like a typewriting 
office. The six open-air meetings that Col. Roosevelt 
addressed the night before election were covered by 


two stenographers. Once 


of the speech would run t« 


man after taking a portion 


the automobile nearby and 








dictate his notes to the typewriter operator in the 
automobile close- by the platform. The untranscribed 
portion of the address was dictated en route to the 
next meeting, thereby placing copy in the hands of 
the newspaper men at each following meeting, there 
to be sent by messenger: telegraph to the newspaper 
offices. 

There were six meetings all reported in this 
manner. The car was always rushed in advance of 
the Roosevelt party, the stenographers getting in pos 
tion on the platform, writing on a table if one was 
there, or, if not, writing standing up close to the 
Colonel 

As the Roosevelt party was permitted to exceed a 
lawful speed limits, the dictating and _ typewriting 
were accomplished under the most trying iw 
stances.—N. Y. Wor 

Key to Miss Herrick’s Notes 

8 What if any nsideration was paid t in 

the transter of this property by anybody 
Objection stained-—exceptior 

) Was this p verty transferred to vou and vou 
brother and your mother before the deat! 
grandfather 

Objected t ry lants 
rhe Court What } pe 

©) Your father’s propert 

Objection sustained exceptior 

i) Were you present when your grardfathe 
cuted this will dated in December 06 \ Iw 
not 

a) lad you eve seen the will \ I had 1 

8) Had you eve talked 1 i \ l 
had not 

2) Or he to y \ He ad not 

© Did ye know that t ad made vill some 
time in 1901? \ I didn now it sir 

) Had you eve seen that will \ No, I neve 
seen the will I saw an envelope at was sealed 
that I supposed is aw that said “Last Will ar 
restament” on it 

2 Where did you se« at envelope A I thir 
one day he went lown t the shop ar | brought it 
the office and took it p to the judge’s office 

0 Wher lid 4 set t \ He laid it 
n the desh 

8 When did y see Ss enve pe \ ™ 
when he brought it t t the sho; 

Q. When he brought it up from the shoy 
did he bring it p from the shoy 
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Miss Gerrick’s Reporting Notes 


(Sec pp pag 
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one who 1s ambitious to become 


Key to Expert Testimony Plate 


out w what 


. — jum q Ges of es porter. We wish Mr. Bottome a ver 
I ne entire ston ¢ ts 
large sale tor “The Stenographic Ex» 


pert.” 


Special Phrases for Practice 


J Strychi 
mixed wit! 


Yes 


rh 


Recent Reporting Appointments 
Roscoe Specking, Official Reporter, 
Circuit Court, St. Louis, Mo 
45) T.. W. McRee, Official Reporter, Bn 
\ mingham, Ala. 


We have received a copy of “The 
Stenographic Expert,” by Mr. Willard 


Bottome, and have spent a very 


R. Ocea Perkins, Official Bankrupt 
Court Reporter, Columbus, Ga. 

Thurlow T. Taft, Official Reporter, 
14th Judicial District, lowa City, lowa 

Thomas W. Schultz, Official Reporter, 
22d Judicial Circuit, Kennett, Mo 


profitable evening in reading it Che 
ook is a credit to its author and a val 
table addition to shorthand literature. 
very phase of reporting work is cov- 
red in a thorough, practical, and help- 
ful way. While the shorthand illustra- No matter what a man is, I wouldn't 
tions are all in the Graham system, the give two-pence for him, whether he was 
nformation contained in the book about the prime minister or the rick-thatcher, 
ie duties of a court reporter is worth if he didn’t do well what he undertook 
any times the cost of the book to any to do.—George Eliot in “Middlemarch 
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Practical Value of Literature 


(For key to this plate see “Expert Shorthand Speed Cour 
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Speech and Intellect 


Expert Shorthand Speed ( 
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Keys to Last Month’s Shorthand Plates 


+ Jim Baker's Blue Jay Yarn of Gumer, Setause | 





‘ ight jays } t é 1 
I! 1\ 
States every sumime ¢ ¢ bt he 
re I 1 $ And thev ept 
> i If y eleve yme n N S , Ss 
is ] Ka ‘ was just , et t Z | i iH sa 
! ig I i I vele enough a s ‘ In’t sec re 1 But 
there : i years, and if I i us a good deal dis about Yo-Se t 
see a g I $ I may and ima k var 
! eun T iwdust in tw a ites 
Ile had j x r kK iw uy the 
pe tatters dee & mbly, and then he The Legend of Sleepy Hollow—lIrving 
r ecte $ ind beg to free is min - 
if I c i at I had mistook for pr XIII XIV 
ty ° ‘ © rudiments, as But if there was a pleasure this e snug 
may sa idling in the chimney rner of a chamber that 
\nothe j going , l ‘ l im doing was all of a ruddy e ackling w r 
Ss dev Sta s t ¢ vnat was up The and where ot course ne spectre dared to show its 
< t 1 he ‘ é ! mstance, and says face it was dearly ; used by the terrors 
Now Tick the r ind if vo don’t believe ubsequent walk homewards What fearfu ‘ 
re \ self !”’ Ss this fellow went ind shadows beset his pat amidst the din 
and ‘ mes ba | says, “How many d ghastly glare of a snowy night With what wist 
‘ i y t t re “Not any less than two ook did he eve every trembling ray of light strea 
s e1 The other jay went and ng across the waste fields from some distant wind 
r iga ble n't seem t make it out, so How oft was he appalled by some shrul ove 
sed a ve " t ee more jays come They with which, like a sheeted spectre reset | 
¥ 1 xamine t they all made the sufferer te very patl How often did he shri vith irdlir 
t over ag ‘ ssed it 1 got off as wwe at the nd s steps tl s 
m athe . mions about it as al iverage st beneath his feet and iread t OOK ver 
vd of n i ive done vulder, lest he should behold some De 
The j it e and r amping close behind him! and often was 
' tty s whole regi appeared t have thrown into complete dismay by some rushing blast 
a en i ihere rt st ive bee ve t wwiing among the trees, the idea that t was t 
y | er 1 the jawing and disput Galloping Hessian 1 ye f his nightly sco gs 
i ipping and Issing, you neve eard Every All these, however, were mere terrors r ig 
f y the ‘ Ss eve t the e and de intoms of the mind tha va la ess " 
ered a rt e-headed pir al the ugh he had seen many spectres in his tin i 
| vote tha ; t ent there vefore im een more than once bes« vy Sata divers shape 
They examine ‘ se ve t rhe d s lonely perambulations, yet daylight put an « 
j tanding rT ! at ist ne old jay appened toa these evils: and he w d have passed i pleasa 
p ght t iy urse that knocked ite yt it, despite the Dev l is W 
™ e€ mystery galley vest 1 second There lay the his path had not e¢ sea Dy i cing 
é Acort cattere ver the floo he flopped his uses more perple xity t mortal mar 4 gt 
i vings and 1ised whooy ‘Come here!” he says goblins, and the whol Ace f witches put toge 
“(Come ere everybody hanged if this fool hasn’t id that was—a womar 
¥ r trving | me wit 1 3!" They a Among the musica S es assemble 
f ume a x ¢a r d, and as eax eve gin ea Vv eC ve s 
% ind t a glance the whole psalmody, was Kat: 2 \ lasse the daught 
> " ty tract tha st ja had tackled mily « d ot a substa Dutch farme She w 
n t e fe ove 1 wards, suffocating i blooming lass of fres gahtee n is a] 
‘ ahte e next jay t s place and ridge; ripe and melt svy-cheeke s < 
{ ‘ We . , the sted around here eT! father’s peac es ive 4 
the « e trees i gut merely tor her be \ exe t s Ss 
* fawed \ x r ma yeirngs It ain't vas withal a ette is g ri 
t ej is x sense ceived eve r ich was 








K EP your faith in all beautiful things; in the sun when it is hidden; in 
, the spring when it is gone . . . . . And then you will find that Duty 
f and Service and Sacrifice—all the old orgres and bugbears of life—have joys 
y imprisoned in their deepest dungeons! And it is for you to set them free— 
the immortal joys that no one—no living soul, or fate, or circumstance—can 
i rob you of, once you have released them.— Roy Rolfe Gilson. 






































B. F.CLARK CHICAGO, STEINWAY HALL st YEAR 


THE GLARK TEACHERS’ AGENCIES 


NORTHWESTE SPOKANE, WASH easel im -| mele, 







































BROWN’S TEACHERS’ AGENCY 


MORE THAN 3 000 VACANCIES Caswell Block, Milwaukee, Wis. 





were reported to us lz ast year. We have is looking for good teachers to place in public 
openings NOW paying from 50 to and private schools. Free Registration 
£200 per month. Let us nominate YOU! 





CONTINENTAL TEACHERS’ AGENCY THE ALBERT TEACHERS’ AGENCY 
Sovting Green, Kp. 378 Wabash Ave., Chicago, Ill. 


{ Realty Building, Spokane, Wach 
WESTERN OFFICES | \1.h0 Bailding, Boise, Idaho 

















An active, wide awake department for Commer 
We Personally Recommend Teachers. No enrollment fee. “I secured my | 
y tion through you at SINK This is a samp 
teachers to employers. Our fifteen years’ experience the positions we fill I'WENTY-SIXTH JY E. AR 
with this Agency and our acquaintance with educa 
ti nal workers enables us to do this to the entire sat 
isfaction of ncerned. Register now for better 
sition, increased salary. change of climate, to be 
r home We can help you 'Viietiele) bal, i,m 


"THE THURSTON TEACHERS’ AGENCY 4 : WE y 
378 Wabash Avenue - Chicago, Ill. CAEL LL 


AGENCY 
J. E. BOYD, Mawacer 
720 STEWART AVENUE 


Positions for Gregg Teachers KANSAS CITY, KANSAS 
ces. We need two teachers of Spanish Short SEPTEMBER POSITIONS 


ices 


a 

















hand. We solicit the patr mage of .- ible schools are being listed with us daily If you are not satis 
j r terauture— oO Pets osi ) oO 
_— , aa cas 4 postal gets It. No position, n fied with your present position, or if your chances 
_— for advancement are not good, get in line for something 
THE INSTRUCTORS’ AGENCY , : ~ 
s : better at once. We have helped many others to better 
Marion : . Indiana positions and know that we will not disappoint you 











Southwest Branch, Bartlesville, Okla.. C.D. Foster, Mer. 











28th Year Over 32,000 Positions Filled 


THE FISK TEACHERS AGENCY 


Sulre 814-823, STEGER BuILDING, CHICAGO 


We now have a Commercial Department, and we have better Other offices: Boston, New York, Washington, 
facilities than ever for serving the schools and the teachers. In Denver, Portland. Berkeley, Los Angeles. 
addition to placing teachers, we handle private secretaryships 

and high-grade stenographic p. sitions. Circular and membership form sent on application. 





















ARE YOU AVAILABLE High Schools, State Normals, ( eges and Universities 


are now reporting their needs for the next sch istic year 
FOR NEXT YEAR? If you will co-operate with us we « = a u to a better 
position than you can secure through your own efforts. Register now ppeortunities 
open through us you can decide later what y« u want to accept CONFIDENTIAL SERVICE 
FREE REGISTRATION. ACT NOW 


THE SPECIALISTS’ EDUCATIONAL BUREAU 


Ropert A. GRANT, Mgr LuTHER B. DARMONI A e Mer 


Webster Groves, St. Louis, Mo. 


PUBLIC SCHOOL VACANCIES 


This is written Jan. 26. Within two weeks—two months in advance of the usual opening of the season—we have had calls for 
six teachers for high school commercial work, mostly men. (The last mail reports our men engaged for two of these. Three others are 
for Sept.) And we have booked already some very desirable private eam vod vacancies for next fall. We want to enroll promising 
beginners who write well. Allso as many as possible high-grade, high-priced, experienced teachers. It is commonly conceded that 
ours is the leading Agency in the U Inited States for high-class commercial positions, No enrollment fee. Printed matter free 

“Procrastination is the thief of time’ —and opportunities. “Do it now.” 


THE NATIONAL COMMERCIAL TEACHERS’ AGENCY 
E. E. GAYLORD, Manager A Specialty by a Specialist 45 «an Street, BEVERLY, MASS. 
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Business Conditions Throughout the Wes 






















wish to come West, write us regarding your experience and qualifications. 
HOUSE, Dept. G, Century Building, Denver, Colo. 


t indicate a heavily increased demand 
during the spring months for competent 
stenographers, bookkeepers, and general 
office employees. We have supplied western firms with office employees for the last seven years, and can place 
competent stenographers, bookkeepers, etc., at material increases over the salaries prevailing in the East. 


If you 


BUSINESS-MEN’S CLEARING 














The Pratt Teachers’ Agency 
70 Fitth Avenue, New York 
Recom ds coll gradua 
claliete, and Jt +t leges ~~ k 4 
The mey receives many calls for commer- 
clal teachers from public and private schools, 
and business col) . 
“WM. ©. PRATT, Manager 


























For Sale: A well-established business 


college on Puget Sound, 
Washington. Excellent reputation. Best 
of reasons for selling. A bargain if taken 
at once. Cash or terms. Address 
“C. B. A.,’’ Care of Gregg Writer. 
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Quality 


DIXON'S American Graphite Pencils ar 
made to fill every need. 
stamps for liberal samples of Dixon’ 
Stenographer Pencils and copy of Dixon’ 
‘Pencil Guide.” 









Mention this paper. 


JOSEPH DIXON CRUCIBLE CO. 
Jersey City, N. J. 











The Stamp of Pencil 


Send 10 cents in 





our 
e ready. 
a for 
s can 














1368 Broadwey 


Do you want Dictation 


at Home? 


You can have it, morning, noon, 
night; any time; all the time 
er never tires—is always 


The best possib 


J. N. KIMBALL 


high speed Ne this 
i igh s . this 
had from KIMBALL'S 
Phonograph Dictation Outfits 


New York City 














Will enroll only good teachers. 





Srates, and the Great West and 





FPe PE 






NorTHwest. 


Will ably assist worthy teachers to deserved positions. 
Will not recommend a poor teacher. 
Will send full particulars on request. 


WRITE FOR OUR PLANS TO-DAY 


Midland Schools Teachers’ Agency 


602 Youngerman Building, Des Moines, lowa 





Will place those teachers in touch with the best paying positions in the Mippie 














S. J. RACE, Manager 








same with the commission. 





Write to-day for full information. 











TERACHERS OF COMMERCIAL 


THE MINNEAPOLIS TEACHERS’ AGENCY 


SUBJECTS 


PLEASE READ 


327-31 14th Ave., S. E., MINNEAPOLIS, MINN. 


@ Fills a large number of Commercial Positions each year in 
and Colleges in all the North-Central and Western States. 

@ Has a large number of calls for teachers with a good academic education, 
and ability to teach shorthand, typewriting, bookkeeping, etc. 

@ Can secure excellent salaries for well-qualified commercial teachers — 
better than they would generally get in offices. 
@ Does not charge a registration fee in advance, but allows payment of 


High Schools 


Speak of your education and experience. 
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FOR SAL Established Business College. no 

competition, city of 16,000. An 

nual enrol!ment 130. Gregg Short- 

hand taught. Expenses low. Address “Pennsylvania's 
Best School,” care GREGG WRITER. 


FOR SALE! 4 school with a splendid reputa 


tion, located in a Wisconsin town 
of 8000 inhabitants. Expenses very low, Will pay for 
itself in three months. The best chance in Wisconsin 
for any one who desires to engage in business 
Address, C. L. M.. care GREGG WRITER 














PENMANSHIP 
Taught by Mail 


You can learn muscular move- 
ment—the only practical, sensi- 
ble, business penmanship, at your 
home by the world’s famous PAL- 
MER METHOD. Full unlimited 
course, with weekly criticism, 
$10.00; ought to be worth to you 
$10.00. a week in increased 
salary. We guarantee success or 
charge no tuition fee. Write to- 
day for free book on Palmer's 
Penmanship, with specimens of 
muscular movement writing. If 
you are in earnest, if you mean 
to make the most of yourself, do 
not put this off until to-morrow 
or to-night, but write AT ONCE. 


THE A. N. PALMER CO. 
Reliance Blidg., Union Square, New York 


GOVERNMENT POSITIONS 


A Civil service Manual by Ewart, Field and 
Morrison prepares for the examinations 

Adopted by over 500 Business Colleges, Y. M 
C. A.’s, and Public Evening Schools. 


Three volumes with maps, §2.50 postpaid 
250 page Home Study catalog free. Write to-day. 
THE HOME CORRESPONDENCE SCHOOL 
Dept. 169, Springfield, Mass. 











DS ifilomeaD 


In large or small quantities 


for any kind of a school. 
Prices reasonable. 


Samples upon request. 


F. W. MARTIN CO. 


53 Sratre Srreet, Bostrow 











The Stenographic Expert 


By WILLARD B. BOTTOME 
Official Stenographer New Y ork Supreme Court. 
Holder of world’s record for speed and accuracy. 


Size of book 54¢x8 inches—235 pages—bound 
in buckram. 

Contains twenty-one chapters. While 68 pages of 
the 235 are in Pitmanic shorthand, showing lists of 
phrases, conflicting words, arbitrary signs and short- 
cuts, Gregg writers may take advantage of the sugges- 
tions in thes¢ 68 pages and adapt them to the Gregg 
system. The rest of the book may be used by writers 
of any system. The twenty-one chapters treat of the 
| following subjects : 

1. What education does the professional reporter need ? 
Speed and accuracy _ Ill. Conflicting words. IV. ee 
of feed phrasing. V. Familiar eee VI. Arbitrary signs. 
Vil. personal equation. VIII. Arrangement of notes. 
LX. Punctuation while reporting. X. Stenographer’s duties in 
a trial by jury XI. Exhibits in the ow +4) tT The J Judge’ + 

harge. Xill Charge as delivered. XIV. Editin 
Sermon reporting. XVI. Grand Jury reporting +4 
complete case. XVIII. Daily co <n 
chine XX. Odds and ends. 
to-morrow. 
Price $2.00, by mail, postage prepaid, 
Send for sample pages. 


Vil. A 
talking ma- 
. The Court reporter of 


WILLARD B. BOTTOME 
Temple Court Bldg. New York City 








‘““CHAUTAUQUA” 


Means These Three Things—Which 
Interests You? 


A SYSTEM OF HOME READING 


Definite results from the use of spare 
minutes. Eng year now in progress 
Ask tor ( ne (Juarteriy, 


A VACATION SCHOOL 


Competent instruction, Thirteen De 
partments. Over 2500 enrollments yearly. 
The best environment for study Notable 
lectures. EF xpense moderate July and 
August. Ask for Summer School Catalog. 


A METROPOLIS IN THE WOODS 


All conveniences of ving, the pure 
charm of nature, and advantages for cu 
ture that are famed throughout the world 
Organized sports, both aquatic and on 
land, Professional men's clubs. Women's 
conferences. Great lectures and recitals. 
july and August Ask for Preliminary 
Quarterly. 


CHAUTAUQUA INSTITUTION 


Chautauqua, New York 
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“THE PHONOGRAPHIC WORLD” 








The largest, best, and most popular general news 


magazine ever issued in the interests of shorthand 


and typewriting. 


Now in its thirty-seventh 


volume of continued and uninterrupted monthly 


publication. 


Fifty Cents Yearly; twelve numbers. 


A postal card request will bring you a copy free 


for the asking. 


E. N. MINER, Publisher, 


23 Duane St., NEW YORK 








If you are looking for the best School, the best Journal, or the best Book on Pen- 
manship, you will do well to investigate one or all of the following : 


THE SCHOOL 


For twenty years the 


Zanerian College, 
Columbus, Ohio, 


has been the leading penmanship school 
of America. And to-day it is still the 
recognized center for professional train- 
ing in penmanship, practical and artistic. 

Shorthand teachers who are good pen - 
men are in constant demand. Why not 
increase your salary by improving your 
writing? 

A beautifully illustrated catalog for the 
asking. 


THE JOURNAL 
For nearly a decade 


|The Business Educator 


has been gradually pushing to the front, 
until it is now very generally thought to 
be the best journal devoted to penman- 
ship and commercial educat‘on. 

Lessons in business writing are given 
by Amenca's leading penmen and teach- 
ers of penmanship. 

A sample copy will cheerfully be sent 
free of charge if you will mention this 
paper. 


| 


THE BOOK 


For up-to-dateness 


The Zaner Method 


Complete Manual is the most complete 
book on business writing and methods of 
teaching writing now published. It con- 
tains 112 pages of copies and instruc 
tions 

Bound in card cover at 50c and cloth 
at $1.00. Used in many of the leading 
schools. It is revolutionizing the teach- 
ing and the writing of to-day 

Ask for further information and it will 
be given 


If you want the best inks, pens, holders, paper, and other materials pertaining 
to penmanship, ask for terms, samples and circulars. 


ZANER & BLOSER COMPANY 


PENMANSHIP PUBLISHERS 


COLUMBUS, OHIO 


——_ 





Please mention The Gregg Writer when answering advertisements. 




















Gu W 


+R 


RITTER 1] 


OR FEBRU 














THI! 
Large List of New Profes- 
sional and Amateur Plays, 
oo Bketches, Stage 

onologues, Minstre! Material 
~ kes, Musical Eteens, Recita- 
tions, Dialogues, Make-up Goods,cte. Catalogue free. 

T."S. DENISON & CO., Dept. 70. Chicago. 
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LEARN wp beer hee 


Grandest - ¥iession in the world now 

=e you » need to leave home or 

, brfee occupation. Fig tr mes 
Diploma —Success Guaranteed 

a... rsity a a anta ges. Faculty selected 

mn some of the mm prominent 

sthorities in America. Positive 

— tan of success. 10,000 students 


Easy Terms. Extremely low cost, payable as you 
best ex an thin your feach. Write 


. yw = wed. 
earn e 
: r free ~ St pe a ‘Limise d Offer, 

La Salle Extension University, Box 7322, Chicago, Ul- 














Play Greg-Game 


60 cards bearing shorthand characters. 
Gives a review of Wordsigns, Vowel 
Sounds, Prefixes and Affixes. Unlike 
any other game. Interesting to learn 
and fascinating to play. Every student 
wants it. Every teacher needs it. 

Directions for Playing sent free. Or, 
save time and postage by ordering now. 
No risk—your money back if you want it. 


By mail, postpaid, 50c. Three games for $1.00. 


ArthurG. Skeels, 194 W.9thAv., Columbus, 0. 
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Rock Ballast Roadbed 


Perfect Passenger Service 


Chicago & Alton R. R. 
R. J. McKAY, General Passenger Agent, Chicago 
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Better Stenographic Service 


Did you ever notice that your stenog- 
rapher does better work early in the day 
than she does toward night? 
ly the re 
to the 
al. 


At the tip 


surface, is a 


rhis is probal 1SON % 
of each finger, cl 
nsitive nerve termini 
Now, the constant pounding that 
necessary to get action from the stiff, 
heavy keys of the ordinary typewriter 
soon tires her out. You overcome 
this d uily = o’ clock fatig uc ” by taking 
advantage of 


Monarch 
Light Touch 


The Monarch 
bar construction, 
slightest pressur 
makes possible a 
ethciency. 


se 
se 


is 


can 


has an exclusive type- 
which responds to th 
of the and 
maximum of 


hingers 
coger . 

Compare the Monarch with any other 

typewriter and note the difference. 


Send for Monarch Literature 


Learn the reasons for Monarch superiority, 
Then try the Monarch to the end that you may 
know that Monarch merit rests in the machine 
itself, not merely in what we tell you about it, 


Representatives Wanted 
Local representatives wanted everywhere 
Also a few more dealers for large territories 
Write for details and attractive terms. 
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Please mention The Gregg Writer when answering advertisements. 


The Monarch Typewriter Company 
Executive Offices 
Monarch Typewriter Building 
Broadway, New York 
Canadian Offces 
Toronto and Montreal 














Branches and dealers throughout the 
world 
“i 





—— 
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Will you Accept a Sheet of Carbon 
Paper that will Clearly Copy 
100 Letters? 


We want to show every reader of this magazine that MultiKopy 
Carbon Paper is the very best carbon paper made—gives the neatest 
results. We want you to prove it to yourself by actual experience 
in your own office or heme or school—with your own kind of work, 
your peculiar touch, your style of work. 

Write us for a sheet. Mention your name, your firm’s name and 
dealer’s name, please. Then watch it carefully and test it severely. 
Prove to yourself these qualities of superiority that mark MultiKopy 
Carbon Paper. 

One sheet copies MultiKopy is 


100 letters—all - TRADE non-smutting—very 
clean, clear, dis- OP clear to handle. 
tinct. All the very TI iis copies do not 
neatest that you MARK Jade—won t rub or 
yourself could de- blur. If nothing 
sire. At one writ- else were said about 
ing you can make CARBON PAPER it than just that, 


20 copies. Use this t would still be 





sample sheet for the 20th copy and then worthy of your use, for it is a business 





compare it with all the preceding crime to have copies of important letters 
copies of any other make even up to. that are unreadable Many verdicts 


the /s# copy. have been lost on that account. 


MultiKopy is made in black, blue, purple, green and red, in six varieties. Th 
following list names them and the number of clear copies at one writing that each 
will make: 

REGULAR FINISH HARD FINISH 
Lt. Wt., 20; Medium, 8; Billing, 6. Lt. Wt., 16; Medium, 6; Billing, 4. 


STAR BRAND TYPEWRITER RIBBONS 


are made for all machines, in all colors. Non-fading, non-filling, non-drying. 
Guaranteed to make 75,000 impressions of the letters ‘‘a’’ and ‘‘e’’ without 


clogging the type so as to show on the paper. 


erat =F.S. Webster Co., 348 Congress St., Boston, Mass. 


STAR Address letters to the Home Of 


i me SALES OFFICES 
New York, 396-398 Broadway Chicago, 211 Madison Street 
Philadelphia, 908 Walnut Street Pittsburg, 432 Diamond Street 
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You Can Work at Whichever Desk You Choose 


But if you want to sit at the $100.00 desk, you must fit yourself to render 
$100.00 service. 

It isn’t the time you put in—it’s the work you get out, that counts in the 
mind of the Man who Pays. 

You'll have to render the high-class service, if you want the high-class salary. 


Let the Tulloss School Get You Ready for _,*”' Se ae eae ae 


way there, isn't it * 


the $100.00 Desk hy oh pod up" ans @ ot chosen from the 


; rd today for the 

That's our business 

For ten years we've been at it—changing ordinary operators into ye ™ Page Fron Book 
experts—fitting them t ccupy the high-grade places. 

We have increased the salaries of thousands of operators One ot 
our graduates is earning $5000 per year \nother $3600. Many re Ponstel comapcodthae Oe 
$2000 and over ms by which the t cost of our instru 

Without the loss of a day from work. or a dollar from your present tic Anca € met by 
salary, you can make yourself an expert operator—teady for the ex 
pert’s pla the expert's pay Hundreds of our students to-day are 
writing 80 to 85 words per minute—and earning salaries te correspond. ' k ye tbu ine ad 
Get Away From a Method That Chains You v2"!!! " spewing 0 Tulloss 

to a Poorly-paid Position oars : School 

Make your typewriting what it ought to be—the easiest. pleasantest ° ely ye i of Touch 
part of all your work. Turn out work that need not be “read for ot miss ¢ pport Typewriting 
errors."’ Do away with the end-of-the-day headache. also with over . Pers ny - : 802 College Hill 
time and night work. Master the method that will place you at the pen end , Springfield, Ohie 


top of your profession 
Send the coupon now. and get ready to sit at the $100.00 desk, 


ntains full information, 


ce of the lessons of the 


Send me the 72-page 


The Tulloss School of Touch Typewriting 


802 College Hill, Springfield, Ohio 





























“Remington Operator Wanted” 


Watch the ‘‘Help Wanted”’ advertisements 
in the daily papers and you will under- 
stand one reason why you should 


Learn the 


REMINGTON 


The great mass of employers use Remingtor 
Typewriters, and of course they want Remington 
operators. That’s the whole thing in a nutshell. 





Remington Typewriter Company 


(Incorporated) 
New York and Everywhere f 
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